STATE OF CALIFORNIA Command: Division: Chapler:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL d d Cit Go)dén Gate 8 pler.
COMMAND INSPECTION PROGRANM  [-Redwood LIy e
EXCEPTIONS DOCUMENT J. Libby 06/04/2009
Page 1 of 2

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fillin the bianks as indicaled. Enter the chapter
number of the inspection in the Chapler Inspection number. Under “Forward to:" enler the next level of command where the document
shall be routed 1o and its due date. This document shall be utilized to document innovative practices, suggestions for staiewide
improvement, identified deficiencies, corrective action pians. A CHP 51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION Total hours expended on the [] Corrective Action Plan included

[ Division Level [] Command Level inspection:
X Attachments Included

] Executive Office Level 8
Follow-up Required: Forward to;
Due Date:

[ Yes

lnspctor's Comments Regarding Innovative Practices.

[ Command Suggestions for Statewide Improvement: |
Currently, there is no AIS entry which allows for tracking of non-collision DUJ arrests which meet the

criteria for Cost Recovery.

[Inspector's Findings:
An Inspection of procedures by the Redwood City Area for the completion and submission CHP 735's

was conducted on June 4, 2009. The inspection examined 20 of the 209 events requiring a CHP 735,
The Area Management team, Administrative Sergeant and Clerical staff understand the proper

procedures involved in the processing of CHP 735's,

Area utilizes a spreadsheet to track CHP 735's. Management has follow up procedures in place to
ensure the proper and timely submission of CHP 735's,

Only minor errors were noted and Area is initiating training to ensure proper procedures are followed.

[ Commander's Response: X Concur or [J Do Not Concur (Do Not Concur shall document basis for response) ]

Inspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
etc.)
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IR EHACORE RS R R o

Corrective Action Plan/Timeline

[J Employee would like to discuss this reporl with COMMANDER'S SIGNATURE DATE
the reviewer.
(See HPM 9.1, Chapler 8 for appeal procedures.) %/04\,\ 7/7/0 7
I@'ﬂFLECTOR'S SIGNATURE DA’1/'E 7
[] Reviewer discussed this report with REVIEWER'S SIGNATURE DATE
employee
[J Concur [J Do not concur
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STATE OF CALIFORNIA [ Command: Division: Number:
DEPARTWENT OF GALIFORNIA HIGHWAY PATROL Redwood City | Golden Cate 330 .
INSPECTION PROGRAM Evalualed by: Date:
CHAPTER 8 Tina Cook, AGPA 6/2/09
COMMAND REIMBURSABLE SERVICES Assisted by: Date:
Kelly Kettell 6/2/2009

INSTRUCTIONS: Answer individual items with “Yes” or “No" answers, or fill in the blanks as indicated. Any "No" answers, discrepancies
with policy, applicable legal stalues, or deficiencies noled in the inspections shall be commented on via the "Remarks” section.
Additionally, such discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of
command. Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up

Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need lo be re-inspecled.

L ‘s Signalure:
TYPE OF INSPECTION ead Inspector's Signalure

[X Division Level [] Command Level
[] Office of Inspections [J Voluntary Self-Inspection
Follow-up Required: [} Follow-Up Inspection Commander's Signature: Date:

[]Yes No BY: “/ﬂff//n& 7/7'/¢’ il
- f/

For applicable policies, refer to HPM 11.1, Chapter 6.
e NN b oY e CRecRedthe Rema ke reaction:shalbertilized:forexplanatio
1. Prior to the performance of services, is the

contracting party informed of the rates charged for Yes | OONo |[JNA | Rematks:
services, departmental equipment usage, and

cancellation policy?
2. Does the billing rate include mileage and other

expenses such as uniform or equipment damage? Yes | [ONo | [Jn/A | Remarks:
3. When a safety service is provided to another state Remarks: Only 1 of the 20 g
. 7 5 e es amarks. ny Ol e recoras
agency, is the agency's five-digit billing code K vyes | ONo |[JNA I anaaiod falls under this requirement
obtained? and code was obtained.
4. |sthe billing code documented on the Reimbursable R vs: Only 1 of the 20 ,
. T ] emarks: nly 1 o e recoras
Services Billing Memorandum’ [J Yes No | [JNA inepeciod falls under this
requirement, bul the billing code was
not present.

5. |s $50 charged for each CHP uniformed employee
assigned to the detail if the cancellation notification is Yes | [ONo |[JNIA | Remarks:
less than 24 hours prior to the scheduled service?

6. Isa minimum payment of 4 hours overtime charged
when employee(s) could not be notified of the Yes
cancellation of their service(s)?

7. Is information regarding the procedures to obtain
necessary right-of-way clearances or permits, local [JYes | BXNo
requirements, and other pertinent information made
available to inguiring parties?

8. Are written requests for specific services directed to
the appropriate command?

9. Are traffic control services less than $50,000
approved by Division?

10. Are traffic control services estimated to be $50,000 or
more approved by the Office of the Commissioner? [Jyes | [INo NIA | Remarks:

11. Are extraordinary protective services approved by the
Assistant Commissioner, Field? [OJYes | [CJNo N/A | Remarks:

L__|N0 DNIA Remarks:

D NJA Remarks: Area is unfamiliar with
local requirements.

g Yes D No D N/A Remarks:

[g] Yes D No [:] N/A Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

CHAPTER 8
COMMAND REIMBURSABLE SERVICES

Py _& il
17 S ORI GL

T

collecting ce;
St éi&ukv'- (] ....EE:L.M ;'. i i

i

A
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12 |s a Reimbursable Services Agreement (RGA) log
number requested from Division for every contract? B Yes | [ONo | [N | Remarks:
13. Is a CHP 465 form completed in accordance with
policy? ) Yes | [JNo | [JJN/A | Remarks:
14. Are advance payments collected from the contracting
company prior to the start of the service? X Yes | [ONo | [JN/A | Remarks:
15 1s a CHP 251 prepared and mailed to the contracting
company upon receipt of advance payments? X Yes | [ONo | [JNA | Remarks:
16. Is a CHP 467 prepared and submitted to the Fiscal
Management Section upon completion of the Yes | [ONo |[JNA | Remarks:
contractual service(s)?
Remarks:
; T —@‘
v
Remarks:
19. Do RSA numbers begin with the letter "R" to denote
reimbursable services, followed by two digit fiscal R Yes | CINo |[JNA | Remarks:
year, three digit location code, and a sequential
number for each agreement?
20. Js the CHP 466 closed out at the end of each fiscal
year with a new log implemented on July 1 beginning | B3 Yes CINo |[JNA | Remarks:
with the sequential number 0017
51. Are all sequential numbers accounted for when
reconciling with the Billing Memorandum? X vYes | [INo | [INA Remarks:
22. Are sequential numbers not matching Billing
Memorandums reconciled? KYes | [INo |[JnA | Remarks:
53, |s the original RSA signed and filed al Area? ~omarie: Area has Gopiss inf
4 5 e,
D Yes No D NIA which was the policy pr’ijor to the
February 2009 revision of policy,
24, Does the command proceed with all RSA o
arrangements, and if needed, ensure the requestor BAvyes | [ONo |[ONA bRti“;a’ks‘ "}'easf:’rc;‘:eg"si‘l';"h RSAs, *
has obtained the necessary righl-of-way, clearances, oblair?:csi.no Freure pemi &
and permits?
25. |s the indemnification clause included in the
agreement when requested? [DYes | [JNo N/A | Remarks:
26. s the inclusion of the indemnification clause
approved by the Department of General Services, [OYes | [ONo |BINA Remarks:
Office of Legal Services?
27. If the service is over $50,000 per occasion, is a
CHP 78R prepared and submitted to Contract [JYes | [INo | Na | Remarks:
Services Unit?
28 |s a copy of the resolution, order, motion, or
ordinance of the local governing body obtained when | [ Yes | [JNo NIA Remfj’ksf Not aé’p":a’i'? PES
one of the contracting parties is a county, city, district, Izgﬂgreﬁilfwe e eEEe
or other local public body?
29. Are dignitary protection services referred to the Office
oi Digniiary Protection? Yes | [ No |[JnA | Remarks:

CHP 680U (Rev. 02-09; OPI1 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

CHAPTER 8
COMWMAND REIMBURSABLE SERVICES

30. Are CHP 312 forms, CHP 313 forms, and CHP 467

forms prepared when a statewide agreement is in [Jvyes | [JNo NJA | Remarks: No Statewide agreements:
effect? used.
31. When state agencies are requesting a statewide
agreement, are they referred to Enforcement Yes | [JNo | [JN/A | Remarks:
Servnces Dlv:smn Fleld Sup ort Sectnon'?
: e Toras STy des DO Jdead o ey '
SRS A

Remarks:

33. Are the original CHP 467 and contract agreement
submitted to Fiscal Management Section (FMS) upon | [JYes | X No
completion of services (other than COZEEP,
MAZEEP, extraordinary protective services, and
special projects) within 5 days?

34. Are copies of CHP 467 forms forwarded to the next

level of review?
35. Is the date when the Biling Memorandum was sent to

[:] N/A Remarks:

Yes | [INo |[N/A | Remarks:

FMS noted on the Reimbursable Services Control R vYes | ONo |[JNA | Remarks:
Log?

36. Is a copy of the command's Reimbursable Services
Control Log forwarded or e-mailed to the Division [JYes | B No [[JN/A | Remaks:
Coordinator at the end of each month?

37. s the Reimbursable Services Control Log verified
with the copies of the Billing Memorandums to ensure X Yes | [JNo

all reimbursable time has been reported to FMS for

billing purposes?
38. Are outstanding items being inspected and resolved?
| R yes | CINo | []N/A | Remarks:

D N/A Remarks:

TE TR T e g OO

:!.': ; ro_\u i .v. TEF -!':Y-.’_-‘.wj-m' T (‘\‘-,‘_ I T ‘rt LT O T Y T e 150 (;
§§-§“"f§§%;a| Pr@i"-‘? RS By T .’r“"r!ﬂ“’wiag_ %’*‘%&%@%ﬁ”’ Rt S
39. Isacopy of the CHP 467 and CHP 465 submltted to
FMS upon completion of extraordinary protective [JYes | [(ONo |[XIN/A | Remarks:
services?

40, Is a reimbursable special project code obtained on
gvery contractual service?

47. Is the overtime report(s) for reimbursable special
project(s) used to reconcile CHP 415 forms for each Yes | [ONo |[JN/A | Remarks:

special project?
42, Are the special project codes on the overtime
report(s) verified to ensure the correct special project R vYes | [JNo |[JN/A | Remarks

code has been used?
43. Are all corrections noted on the overtime repori(s)?

!E Yes D No [:] N/A Rernarks:

@ Yes D No D N/A Remarks:

44. Are overtime reports approved and dated by the R e NoEPE 4 Tor RET
. ) PP emarks: [o] s used for RSAs
commander after reconciling’ OlYes | CINo | BINA | 08 nan 63. 50, and
COZEEP/MAZEEP.

45. |s the original overtime repori(s) forwarded to FMS?
@ N/A Remarks: No SPCs used for RSAs
other than 63, 50, and

COZEEP/MAZEEP.

Yes | ONo

CHP 680U (Rev 02-09) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

CHAPTER 8
COMMAND REIMBURSABLE SERVICES

Page 4 of 4

Is a copy of the overtime report forwarded to Division

Remarks: No SPCs used for RGAs

48,
ih

by the 10" of the month (except COZEEP/MAZEEP)? Oyes | CONo | BINA | o nan 65 50, and
COZEEP/VAZEEP.

47. Are all COZEEP/I\'/LAZEEP reports forwarded to .

Division by the 15" of the month? Yes | [JNo | [ N/A | Remats: Q}?@Lﬁos{,?g;’;“ai were
Delays caused by extension of cutoff
for timekeeping.

48. Are all COZEEP/MAZEEP reports approved by

Division and forwarded to FMS by the 30" of the [JYes | [(ONo |[XNA | Remarks:

month?
49. s a copy of the CHP 71 attached to the overtime

report(s) when there are reimbursable nonuniformed [Jyes | [ONo |3 NA | Remarks:

personnel hours?
50. Is an amendment of service agreement requested
prior to the fund being depleted, and if necessary, is OJvyes | [JNo N/, ff Remarks:
the service discontinued?
51. Are all payments made directly to FMS?
[g Yes L'—_'l‘ No D N/A Remarks:
57 Does the command require delinquent companies to B (TG ommanEIEREE
lg Yes D No D NIA delinquency.

pay outstanding invoices in full prior to providing any
future services?

CHP 680U (Rev. 02-09) OPI 010




REDWOOD CITY AREA

Number of Records Inspected: 20
Inspected Information Yes | No N/A  |Remarks
Agency Billing Code included on CHP
467 for Safety Services to other state
agencies. 1 19 |Agency billing code was provided by other state agency, but not included on CHP 487.
$50 or 4 hour Cancellation claimed Only one record reviewed indicated cancellation of details and the cancellation {ime was
when appropriate, 1 19 |claimed as appropriate.
RSA Number present on Paperwork 20
CHP 465 Completed 20
Advance Deposit Obtained. 13 6 1 Either advance deposit (7) or purchase order # (6) obtained.
CHP 251 completed and mailed to Could not verify on one of the advance deposits as there was no paperwork with weekly
contracting company 6 1 transmittal.
CHP 467 completed and submitted to
FMS 20 All 20 were completed, but none had SPC code noted.
Copy of CHP 465 and, if applicable, One of the 7 advance deposits received did not have the paperwork with the weekly
CHP 169 attached to weekly transmittal S] 1 transmittal. -
Copy of resolution, order, motion or
ordinance of local governing body
obtained if contractor is county, city,
district or other locai public body. 1 18 |Only one record inspected falls under this policy. No resolution obtained.
CHP 312 and CHP 313 completed for Only one record inspected was for detail with other state agency. CHP 312 and 313 not
RSA with state agency 1 19 |completed.
Late submissions were from 6 to 20 days after end of detail. On time submissions were
CHP 467 submitted within 5 days 12 8 from 1-5 days, with 9 of the 12 less than 3 days.
Original CHP 465 at Area 20
SPC obtained/used for every R-Number
and Statewide Contract 20 Although an SPC was used for each detail, two details had the wrong code used.
Reconciliation reports used to reconcile
SPCs cther than 50, 63, and 633 for
RSAs. 20
Reports signed, dated by commander None of the records inspected felt under this policy. This is for RSAs that use SPCs other
and submitted by 10th to FMS 20 [than 63, 50 or 633.




R-Numbers on CHP 467s match

numbers on log. 20

Permits obtained 19 1 None of the records inspected referenced permits, not even the two film details.

Other remarks: Area is not providing

information regarding the prodedures to

obtain necessary right-of-way-

clearances or permits, local

requirements, and other pertinent

information made availbe te inquiring

parties because they do not have

knowledge of

COZEEP/MAZEEP Records Inspected. | 20

Inspection Information Yes | No N/A  |Remarks

SPC Used for OT 20

$50 or 4 hour cancelliation claimed

when appropriate. 20

Reconcitation report reconciled with

415s 20

SPCs verified 20

Corrections noted on Reconcilation

Reports 20

Reconciliation reports approved and

dated by by Commander. 20
Half of the records inspected were signed and submitted to Division after the 15th of the
month. This was most fikely due to repeated extensions of cut-off for time keeping, which

Original forwarded to Division by 15th. 10 10 causes the reports to print later in the month than they should.




AREA: Redwood City 330

TOTAL RECORDS: 209

RECORDS EXAMINED: 20

ARREST
FOR
ARREST OTHER CONVICTION 415 415

DATE OF DATE 735 | BAC/DRUG | FOR DUI EVENT | DATE BAC DATE IF ATTACHED| CORRECT

ARREST SUBMITTED | RESULTS T/IC YN | (BOL) Y/N | AVAILABLE | APPLICABLE YN YIN NOTES
6/16/2008 | 7/28/2008 0.19 Y N 7/25/2008 Y Y
6/21/2008 719/2008 .09/.09 Y N 6/21/2008 Y Y
6/22/2008 71812008 0.22 Y N 7/3/2008 Y Y
6/22/2008 7/8/2008 .08/.07 Y N 6/22/2008 Y Y
11/15/2008 | 11/26/2008 0.00 Y N 11/26/2008 Y Y
11/16/2008 | 11/19/2008 .20/.20 Y N 11/16/2008 Y Y
11/16/2008 refusal Y N Y Y DA reject.
1172072008 | 11/26/2008 .19/.18 Y N 11/20/2008 Y Y
11/22/2008 | 5/18/2009 .07/.07 Y N 11/22/2008| 2/13/2008 N N 415’s missing-had previously been sent.

3/7/2009 3/25/2009 0.19 Y N 3/19/2009 Y Y

3/7/2009 0.07 Y N 3/25/2009 pending Y Y In file awaiting DA filing.

3/7/2009 Y N N CHP 735 not in file. BAC not in AJS.

3/8/2009 3/31/2009 0.12 Y N 3/25/2009 Y Y ’
3/13/2009 | 3/20/2008 .19/7.19 Y N 3/14/2009 Y Y Arrest before 001 hours, BAC after 001
5/17/2009 | 5/18/2009 .23/.23 Y N 5/17/2009 Y Y

5/17/2008 | 5/28/2009 0.16 Y N 5/28/2009 Y Y
5/17/2009 | 5/28/2008 0.10 Y N 5/28/2009 Y Y
5/21/2009 pending Y N pending Y Y in file awaiting BAC results.
512212009 0.25 Y N 6/4/2009 Y I\ In file awaiting managerial review
5{23/2009 0.08 Y N 6/4/2009 Y Y In file awaiting managetial review




STATE @F CALIFGRNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Chapler:
COMMAND INSPECTION PROGRAM Redwood City | Golden Gate 8

Inspected by: Date:
EXCEPTIONS DOCUMENT LA e oe
Page 1 of 2

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:” enler the nex! level of command where the documen!
shall be routed to and ils due date. This document shall be utilized 1o document innovative practices, suggestions for stalewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION Total hours expended on the [] Corrective Action Plan Included

[X Division Level [J Command Level inspection:

10 X Attachments Included

[} Executive Office Level

Follow-up Required: Forward to:

Yes X No

Due Date:

inspector’s Comments Regarding Innovative Practices:

[Command Suggestions for Statewide Improvement:

[ Inspector’s Findings:

20 of the Area's 33 reimbursable services contracts (RSC)initiated between May 2008 and May 2008
were inspected. Office Technician Kelly Kettell manages the Area RSC program. She routinely
communicates with Area Management and is trained. Only minor errors were noted and those were
immediately addressed. The most common errors were related to the omission of billing codes or

special codes when required.

The Cozeep and Mazeep reports were processed according to policy.

[ Commander's Response: [} Concur or [ Do Not Coneur (Do Not Concur shall document basis for response) J

Inspector's Comments: Shall address non concurrence by commander (€.9., findings revised, findings unchanged,

efc.)
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STATE QOF CALIFCRNIA
DEPARTMENT.OF CALIFORNIA HIGHWAY PATROL Command: Division: Chapter:

COMMAND INSPECTION PROGRAM Redwood City | Golden Gate | 8

Inspected by: Date:

EXCEPTIONS DOCUMENT Tina Cook 6/2/2009
Page 2 of 2

SR R

Corrective Action Plan/Timeline
None required.

[ '] Employee would like fo discuss this report with COMMANDER'S SIGNATURE DATE
the reviewer. _
(See HPM 9.1, Chapier 8 for appeal procedures.) ;%é S '7'/'7 o7}
rNSPerR's SIGNATURE DATE/ 7
[ Reviewer discussed this report with REVIEWER'S SIGNATURE DATE
employee
[] Concur [C] Do not concur
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STATE OF CALIFORNIA Command: Division: Number:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Redwood City | Golden Gate 330
INSPECTION PROGRAM Evaluated by: Dale:
CHAPTER 8 Sergeant J. Libby 06/04/2008
Agsisled by: Date:
COMMAND DUI COST RECOVERY Sergeant M. Otterby 6/4/2009

INSTRUCTIONS: Answer individual items with “Yes" or “No” answers, or fill in the blanks as indicated. Any "No" answers, discrepancies
“Remarks” seclion.

with policy, applicable legal statues, or deficiencies noled in the inspections shall be commenled on via the
Additionally, such discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of

command. Furthermore, the memorandum shall include any follow-up and/for corrective action(s) taken. If this form is used as a Follow-
up Inspection, the “Follow-up inspection” box shall be marked and only deficient items need o be re-irispected.

ead ctor's Signalure:
‘YPE OF INSPECTION Lead inspector's Signalu

X Division Level [J] Command Level

[] Office of Inspections [J Voluntary Self-inspection

Commander's Signalure:

IT:oJHow—up Reired: [] Follow-Up Inspection
Yes X] No . N / .
BT %«q 7/7/3%

4 /

For applicable policies, refer o HPM 11.1, Chapter 20.

'-fN6.t‘e':'fslﬁa"‘i,!:N.t’i_!fﬁb_‘r.-'::!;mm’.:z;bﬁb‘c'._:si's's‘;‘éﬁéﬁkéﬂﬁi’th‘é’é:ﬁF,a-"aiﬁéﬁk§!;£-‘96b‘tf6’fi-:§§ﬁéll'zb.é'ﬁﬁti|i»"z‘-’é:‘az';f.éﬁz:sé‘i&ﬁ|é’r:.i-é'iﬁc5h=.'_ {
1~ Does the command have sufficient procedures to
ensure that a CHP 735, Incident Response Yes | [ONo |[JNA | Remarks:
Reimbursement Statement, is prepared for each
arrest that meets the cost recovery criteria?

2. What are these procedures?

st report, the reviewing sergeant verifies whether or not a CHP 735 is required,
bmitted. The CHP 735 is forwarded to the arrest report office assistani, and the
r. A copy of the arrest report is stamped "Cost Recovery” by the court officer
CHP 735's ready for managerial review are placed in a folder with an AlS
printoul listing the enclosed CHP 735's, and are reviewed by the Commander or designee. After signature, they are
forwarded to FMS. CHP 735's pending BAC results or District Attorney filing are placed in folders marked as such, with AIS
printouts on each of the respective folders. As BAC results arrive, or criminal charges are filed or rejected, the CHP 735 is
moved from its current file to the managerial review file. The file number on the AIS printout is then lined out and AlS is
updated. This system is backed up by spreadsheets showing outstanding CHP 735's.

After the investigating officer submits the arre
and if so, if the CHP 735 has been properly su
arrest report is then forwarded to the Court Office
and forwarded to the arrest report office assistant.

3. Does the command have a specific employee(s)

assigned to process all CHP 735 forms? R vYes | TONo |[INA Remarks:

4 If the answer to question 3 of this checklist is yes, Is
the responsibility of processing all CHP 735 forms Yes
listed in their job description or any other document?

D No D N/A Remarks:

GCHP 880U (Rev 02-09) OP1 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

CHAPTER 8
COMMAND DUI COST RECOVERY

5. Are all CHP 735 forms forwarded to Fiscal
Management Section (FMS) properly with completed | X Yes | [J No
criteria in either Section A or Section B of the form?

6. Does the command have a suspense system in place
o facilitate notification of a conviction involving cases | X Yes | [JNo | [JN/A | Remarks:
meeting the requirements of the Driving Under the
Influence (DUI) Cost Recovery Program? This would
involve cases where the following criteria applies:

« A Blood Alcohol Content (BAC) under .08%

« A chemical test is positive for drugs only

e There is no supporting BAC test of drug test (i.e.,
a refusal)

7. Are CHP 735 forms compleied based on the criteria
of Section A of the form being forwarded to FMS X Yes [J No

within ten business days from one of the following
dates?

e The date of BAC results of =.08% were received
» The date of BAC results of =.04% were received

for a commercial driver
8 Are CHP 735 forms completed based on the criteria
of Section B of the form being forwarded to FMS X Yes | [JNo
within ten business days from being notified of a
conviction of California Vehicle Sections 23152 or
23153, or greater offence as a result of one of the

DN/A Remarks: .

D N/A Remarks:

D N/A Remarks:

following?
.« The person arrested refused to provide a
chemical test

e The arrest was for drugs only
«  ABAC of <.08% was obtained

9. |s the Itemized Staff Hours section of the CHP 735
completed as required in Highway Patrol Manual X Yes | []No
11.1, Administrative Procedures Manual, and
includes hours for all employees assigned to the
incident?

10. If the person arrested is transient, is the case being
entered into the CHP 735A, Case Log-DUI Cost [Jyes | [JNo

Recovery Program, without forwarding the CHP 735

to FMS?
11. Are staff hours involved in the incident recorded on
the CHP 735 to the nearest ten minutes? Yes | [JNo

D N/A Remarks:

N/A | Remarks: There have been no
reported arrests of transients.

D N/A Remarks:

12. Do the total number of staff hours charged on the _
CHP 735 agree with the appropriate CHP 415, Dally Yes | [ONo |[JNA | Remarks:

Field Record?

SHP 880U (Rev. 02-09) OP1 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

CHAPTER 8
COMMAND DUI COST RECOVERY

Page 3of4

13. Does the Notes portion of the CHP 415 indicate the
billable DUI time when the CHP 415 inciudes more RYes | [ONo |[JN/A | Remarks: Officers indicate the name
than one activity? of the in-custody in report time,
14. Are the staff hours incurred by members of the 0 2 0 EemaneaRsrolbeyiine (w0l
Department for the following activities associated with Yes | [XINo N/A | Remarks: Response time Is o
an ’i)ncident meeting the critgria for DUI cost recovery consistently included in the GHP 735.
included in the CHP 7357
» Response Time
« On-Scene investigation
» Follow-up investigation
» Report Writing
» Vehicle Storage
» Call Back
» Field Sobriety Testing
» Transportation
« Booking
« Chemical Testing
+ Traffic Confrol
15. Are the staff hours for officers-in-charge, sergeants,
lieutenants, or captains listed on the CHP 735 for K Yes | [JNo |[JNa | Remarks:
time spent performing the activities listed in guestion
12 of this checklist and not exclusively supervisory
tasks?
16. Is the current hourly rate for reimbursement, sent out
to all commands via Comm-Net from FMS, being R Yes | [INo |[JNA | Remarks:
used?
17. Is a copy of the CHP 735 being retained al the
command and filed? RYes | [ONo |[JN/A | Remarks:
18. Is the command utilizing the, optional, CHP 735A to
track cases qualifying for the DUI Cost Recovery ] Yes No |[JNa | Remarks:
Program?
19 In the absence of a CHP 735A, how is the command tracking the DUI Cost Recovery Program?

The area uses updated AIS printouts, as well as spreadsheets, to track the DU! Cost Recovery Program.

20.

Are commands using a case monitoring system to
track cases qualifying for the DUI Cost Recovery
Program including the following information in the
monitoring system?

Defendant Information

Violation Information

Court Information

FMS Information

BAC tesl resulls

o e e e e

B Yes

[[JNo

(I NIA

Remarks:

21.

Are cases not resulting in a conviction within 12
months after submission to ihe District Attorney
closed oul after court verification of case siatus?

B Yes

] No

[INIA

Remarks:
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22. Do closed out cases on the monitoring system have

a line drawn through the Conviction Date and Date to Yes | [ONo |[JN/A | Remarks:
EMS as weli as the reason the case was closed and
date of last follow-up check?
| 23. Are refunds or overpayments, as a resull of n - 5 Remaris: Area doss not proce
' erroneous charges, in an amount of = $56.00 bein Yes No N/A % © B
‘processed by thge Department? ° CHP 735 overpayments.
24. |s the command reviewing the quarterly reports sent
@YES D No D N/A Remarks:

by FMS related to the submission of CHP 735 forms
and case status identifying any deficiencies in the
submission and accountability of the DU Cost

Recovery Program?

= o)

.‘. 2 "‘re?'ta ns;tg§ s_ a ; O P T Y
'ﬁ ﬁl‘?‘&\% "%3.’ i “M s

25. }é FMS reviewing the CHP 735 forms for
completeness of information and returning deficient
forms to the issuing command for corrections?

[ Yes

Remarks:

CHPF 680U (Rev. 02-09) OP1 010




Stute of California Business, Transportation and Housing Agenc)

Memorandum

Date: August 17,2009
To: Golden Gate Division
rom: DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

Contra Costa Arca
File No.: 320.10438.1373 1 .¢ch$

Subject: CHAPTER § INSPECTION FINDINGS - CORRECTIVEE ACTION PLAN

A Division level inspection ol the Contra Costa Arca Reimbursable Services program was
completed on June 3. 2009, The inspection team found thal Arca had failed o consistently
forward a completed CHP 312 or CHP 313 with cach CHP 467 submitted 1o Fiscal Management
scetion. In addition, Area had previously entered into a reimbursable contract with a focal
government entity without {irst obtaining a resolution, order. or motion. Arca immediately
established procedures Tor the appropriate documenting of reimbursable activities and the
obtaining ol appropriate resolutions or orders prior to entering into contracts with Tocal
government.

A Division level inspection of the Contra Costa Area DUJ Cost Recovery program was also
completed on June 3, 2009, The inspection team found that Arca Standard Operating Procedure
required updating regarding the proper documenting on the CHP A4135 of billable hours, that
Arca needed to begin noting the date that the completed CHP 735 was sent to Fiscal
Management Section by using the space provided. that the Front Desk Olficer needed to review
the status of pending DUT cases on a weekly basis. and that Arca needed to develop a process for
closing and purging cases that had not resulied in conviction 12 months after submission (o the
District Attorney.  Arca immediately updated Standard Operating Procedure as recommended
and instituted processes o comply with the additional findings.

Should you have any questions concerning the contents ol this memorandum, please contact me
directly al (923) 646-4980. In my absence, Licutenant Mills may address your coneerns.
3 s

L

LU CATIOON, Captain
Commander

Attachment(s)

Safety, Service, and Security

SO GRS (Rae Tkl O OlE



“State of California Business, Transportation and Housing Agency

Memorandum

Date: June 5, 2009

To: Golden Gate Division

From: DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
Golden Gate Division

File No.: 365.14402

Subjéct: CHAPTER 8 INSPECTIONS - CONTRA COSTA AREA

On June 3, 2009, Golden Gate Division Inspection Team #3; Lt. Shon Harris, Sgt. Braden
Moffett, and SSA Jennifer Manlutac inspected Contra Costa Area’s in-house DUI cost recovery
s. The inspection team was assisted by Contra

and Reimbursable Services Agreement procedures,
Costa Area Lt, Steve Mills (Field Operations Officer) and Officer Kyle Pacheco.

The inspection team reviewed a random sample consisting of ten percent of Area’s CHP 735s
from the previous 12 months and subsequently made the following findings:

Area notes actual BAC results on the CHP 735 rather than only the date they are received as
required. If the BAC retumns under 0.08%, this practice serves as an alert to responsible
personnel to hold the case in suspense rather than close it out as it could possibly still meet
Section B criteria if the results indicate that a conviction for 23152(a) may be likely.

Area SOP needs to be further updated to provide specific direction relating to CHP 415 entries.
(Note: This discrepancy was immediately corrected by the FOO who is in the process of revising
the entire SOP).

Area has failed to note the specific date that cases are forwarded to FMS which prevents local
monitoring of the required 10-day turn around time.

It is recommended that the CHP 375 coordinator follow-up on cases with pending BAC results
and/or conviction status on a weelkly basis rather than the current practice of doing so monthly.

Recommend that the CHP 735 coordinator enter every case into the CHP 735 log rather than only
cases that have been forwarded to FMS.

Area was unaware that cases that have not resulted in a conviction within 12 months after
submission to the District Attorney should be closed out. Recommend that they begin doing so

as outlined in HPM 11.1.

Safetv. Service. and Security



Golden Gate Division
Page 2
June 5, 2009

Ten of Contra Costa Area’s 24 Reimbursable Services Agreements were reviewed. Area has an
effective system in place to ensure all RSAs are processed in a timely fashion and in compliance

with policy.

The inspection team provides the following reminders to ensure full compliance with policy:

When a county, city, district, or other Jocal public body, desires to enter into a RSA, remember to
obtain a copy of the appropriate resolution, order or motion that permits the public body to enter

into a RSA.

When preparing the CHP 467 to send to FMS, remember to attach the CHP 312 (SSP Task
Order) and/or a CHP 313 (SSP Daily Report).

All issues are in the process of being remedied by the FOO and Area Commander. It is expected
that corrective measures will be in place by June 15, 2009.

gg»vxdw b2,

Shon L. Harris
Lieutenant



STAIT.E S CALRORG Command: Division; Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM  |-Sontra Costa | Golden Gate 18
EXCEPTIONS DOCUMENT Lt. Shon Harris bate

Page 1T of 3

INSTRUCTIONS: This document shalf be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapler Inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovalive practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, A CHP 51 Memorandum may be used if additional space is required.

 TYPE OF INSFEGTION Total hours expended on the X Corrective Action Plan Included
Division Level (] Command Level | Inspection: |
i (] Attachments Included

[J Executive Office Level

Follow-up Required:
BJ ves I No

| Chapter Inspection:

Forward {o:

Due Date:

| Inspector's Comments Regarding Innovative Practices:
When they are received, Area enters the actual BAC results on the CHP 735 in addition to the date the

results are received. While this information is not currently required on the CHP 735, it could serve as
an alert to the CHP 735 coordinator to suspense the case while awaiting a possible conviction for
23152(a) rather than closing out the case altogether. Particularly in cases where the suspect had a BAC
that was close to 0.08%, the case would then essentially convert to one submitted under Section B

criteria.

| Inspector's Findings:

The inspection team randomly reviewed 10% of Contra Costa Area’sCHP 735s that were submitted
between June 3, 2008 and June 3, 2009. Additionally, Area SOP and other supporting documents were
reviewed. Field Operations Lieutenant Steve Mills provided guidance, documentation, and answered
any questions that surfaced during the inspection. The inspection team made the following findings:

Area SOP adequately explains the CHP 735 process and expectations for Area officers' purposes. SOP
does need to be updated to include a requirement that officers include the defendant's name and the

case number on each ling entry that documents billable time.

Area has not recorded the date that FMS was sent a completed CHP 735 on the Area copy of the CHP
735 or the CHP 735A log. Generally, the date the FOO signed the CHP 735 has been used as a guide
to ascertain the date it was sent to FMS. Per FMS, an average of 21 days elapses from the time BAC
results are known and/or the conviction is obtained until the completed CHP 736 is received by FMS.
The FOO is aware of the issue and has been taking an active roll in lowering the average. He has
identified the Area supervisors as a key link in the process and has addressed the issue at Area staff

1’ GBOA (Rey 02-09) OFP1010



STATE OF CALIFORNIA S B T
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL , ' '
COMMAND INSPECTION PROGRAM [ Sonia Costa_| Golden Gate 18—
EXCEPTIONS DOCUMENT Lt. Shon Harris "

Page 2 of 3

meetings. He expects the next quarterly report from FMS to show a significant decrease in the turn-
around time.

Currently, the front desk officer checks conviction status and/or BAC results on a monthly basis.
Recommend that this be completed weekly.

When forwarded a case that meets the criteria for cost recovery, the front desk officer only enters cases
that are ready for submission to FMS into the CHP 735A log. Recommend that area enter every case
on the CHP 735A which would create a single-source for monitoring the progress of all CHP 735s.
Additionally, an entry into the CHP 735A log would enable proper closing out of all cases that have beén

pending for over 12 months.

Area does not have a process in place to close out cases that have been pending for over 12 njonths;
they are held in suspense indefinitely. Recommend that area begin closing out cases if a conviction has
not resulted within 12 months after submission to the District Attorney. Closed out cases should be

documented as such consistent with HPM 11.1.

Recommend the Department consider editing the CHP 7356 to include a mechanism to designate a CHP
735 as a "Supplemental.” This would allow additional billable time to be added at a later date if
applicable. For example, if a particular collision requires extensive follow-up and the suspect provided a
breath sample, thereby requiring the submission of all billable time within ten days, the option of
submitting supplemental investigation time at a later date would allow the Area to meet time constraints

by submitting a preliminary CHP 735.

[A Commander's Response: X Concur or [J Do Not Concur (Do Not Concur shall document basis for response) | .

{ Inspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
.ete)

CHP GEOA (Rev 02-09) OP1010




$IA IL OF CALIFORNIA ) i Command: ' | Division ¢ Chapler:
CUPARTIMENT OF CALIFORNIA HIGHWAY PATRQOL l Contra Costa . Gojden Gate i 8
COMMAND INSPECTION PROGRAM e T " ous 06103109

EXCEPTIONS DOCUMENT Lt.ShonHards i
Page 3 of 3

‘equlred Aci
Corrective Action PlanTimelne o ]
~ Update Area SOP as specified above.

~ Begin noting the date that a completed CHP 735 was sent to FMS.

~ Front desk officer to monitor the conviction/BAC status of all pending cases on a weekly basis.

~ Area to begin closing out all cases that have not resulted in a conviction within 12 months after
submission to the District Attorney.

The above recommendations will be implemented by June 15, 2009.

£

{1 Employee would like 1o discuss this report with ’COI}{‘JMAT@[S'['EF{g-‘,g'—G'NMU”ﬁ
the reviewer. {0 et
(Sce HIPM 9.1, Chapler 8 lor appeal procedures.) O SO
L INSPECTOR'S SIGNATURE
: .y
p i A4 ey P fe
17 Reviewer discussed this report with | RiiV'E‘Nl'Z‘*'_S--§‘§,?}'ATERE ;7
- employee | AL S B
[ concur  [11Da not conour LA G N e i

e RN Mo ST QPG



STATE OF CALIFORNIA Command; Division; Number:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Contra Costa | Golden Gate 320
INSPECTION PROGRAM Evaluated by: . Date:
CHAPTER 8 Lt. Shon Harris 06/03/2009
Assisted by: Date:
ECHANE PEICCS RECOVERN Sgt. Braden Moffett 06/03/2009

Page 10f4

‘NSTRUCTIONS: Answer individual items with “Yes" or “No" answers, or fill in the blanks as indicated. Any "No" answers, discrepancics
with policy, applicable legal statues, or deficiencies noted in the inspections shall be commenled on via the *Remarks” section.
Additionally, such discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of
command. Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-
ap Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

PEPE GF HSPECTION

’

Lead inspeclor's Signature:

[]Yes [ No By:

! . 4

L ; "W \‘-_.

(X Division Level (7] command Level /
W S \ b
I i_] Office of Inspections [ voluntary Self- '
inspection
Follow-up Required: O Follow-Up Inspection C°“_‘}"‘a""‘”'ﬁgs‘fpi".‘”‘*.ﬁ Hels
. ) P

For applicable policies, refer to HPM 11.1, Chapter 20.

Note: If a “No" or "N/A" box is checked, the "Remarks” seclion

shall be utilized for explanation.

1. Does the command have sufficient procedures 10
ensure that a CHP 735, Incident Response Yes | [JNo | [JN/A | Remarks:
Reimbursement Statement, is prepared for each
s arrest that meets the cost recovery criteria?
2. What are these procedures?

CHP 735 procedures are explained in Area SOP. Expectations are reinforced followed-up on as necessary by, Area
sergeants, Area courl officer, and/or the front desk officer (designated as the Area CHP 735 coordinator).

3. Does the command have a specific employee(s) ~ - Front desk off
assigned to process all CHP 735 forms? X Yes | [JNo | [CJ N/A | Remarks: Front desk officer.
4. If the answer to question 3 of this checklist is yes, is - . sop
the responsibilily of processing all CHP 735 forms K Yes | [INo | [JN/A | Remarks:Area SO
listed in their job description or any other document?

CHIP 630U (Rev. 02-09) OPI 010




STATE OF CALIFORNIA
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Page 2 of 4

8, Are all CHP 735 forms forwarded to Fiscal
Management Section (FMS) properiy with completed | X Yes | [ No
criteria in either Section A or Section B of the form?

O N/A

Remarks: All of the CHP 735's that
were inspected were submitted to FMS
with the required criteria.

6. Does the command have a suspense system in
place to facilitate notification of a conviction X vyes | [JNo
involving cases meeting the requirements of the
Driving Under the Influence (DUI) Cost Recovery
Program? This would involve cases where the
following criteria applies:

» A Blood Alcohol Content (BAC) under .08%
» A chemical test is positive for drugs only
» There Is no supporting BAC test of drug test (i.e.,

[ N/A

Remarks: The command is ulilizing the
CHP 735A to track all DUI arrests that
require a CHP 735, For cases pending
blood results or conviction status, the
front desk officer access the Contra
Costa County computer network on a
monthly basis and updates any
pending cases as appropriate.

a refusal)
7. Are CHP 735 forms completed based on the criteria
of Section A of the form being forwarded to FMS Ovyes | RNo |ONA gﬂga_;’a‘;\’:gi‘r‘f’egfigfa:n‘;ggo?ss G
within ten business days from one of the following Indicating the date on which a
dates? completed CHP 735 was sent to FMS,

¢« The date of BAC results of =.08% were received
e The dafe of BAC results of =.04% were received
for a commercial driver

Per FMS, Areas turn around time is 21
days.

8. Are CHP 735 forms completed based on the criteria
of Section B of the form being forwarded to FMS [JYes | XINo
within ten business days from being notified of a
conviction of California Vehicle Sections 23152 or
23183, or greater offence as a result of one of the
following?

o The person arrested refused 1o provide a
chemicat test

+ The arrest was for drugs only

¢ A BAC of < ,08% was obtained

[ N/A

Remarks: See above.,

9. s the ltemized Staff Hours section of the CHP 735
completed as required in Highway Patrol Manual X yes | [JNo
11.1, Administrative Procedures Manual, and
includes hours for alt employees assigned to the
incident?

CONA

Remarks:

10. If the person arrested is transient, is the case being
entered into the CHP 735A, Case Log-DUI Cost Cdyes | [INo
Recovery Program, without forwarding the CHP 735
to FMS?

N/A

Remarks: No translent arrests were
noted.

11. Are staff hours Involved in the incident recorded on
the CHP 735 to the nearest ten minutes? Yes | [INo

LI N/A

Remarks:

12. Do the tolal number of staff hours charged on the
CHP 735 agree with the appropriate CHP 415, Daily Yes | [ No

Field Record?

I N/A

Remarks:

CHP 680U (Rev. 02-09) OPI 010
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CHAPTER 8
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13. Does the Notes portion of the CHP 415 indicate the

bitlable DUI time when the CHP 415 includes more
than one activity?

[ Yes

X No

CINA

Remarks: No CHP 415s indicated a
total amount of billable time in the noles
sectioh.

14.

Are the staff hours incurred by members of the
Department for the following activities associated
with an incident meeting the criterla for DU} cost
recovery included in the CHP 7357

Response Time

On-Scene Investigation

Follow-up Investigation

Report Writing

Vehicle Storage

Call Back

Field Sobriety Testing

Transportation

Booking

Chemical Testing

¢ Traffic Control

® &6 o & o o & 0 0 o

Yes

1 No

CINA

Remarks:

15.

Are the staff hours for officers-in-charge, sergeants,
lieutenants, or captains listed on the CHP 735 for
time spent performing the activities listed in question
12 of this checklist and not exclusively supervisory

tasks?

X Yes

I No

L NA

Remarks:

18.

Is the current hourly rate for reimbursement, sent out
to all commands via Comm-Net from FMS, being
used?

X Yes

O No

I N/A

Rermarks: The Adohe Forms program
automatically enters the current hourly
rate,

17.

Is a copy of the CHP 735 being retained at the
command and filed?

Yes

[ No

LIN/A

Remarks:

18.

Is the command utilizing the, optional, CHP 735A to
track cases quaiifying for the DUl Cost Recovery
Program?

X Yes

[ No

O A

Remarks: The area Is currentiy using
the CHP735A to track all qualifying

caseas involving a CHP 735.

In the absence of a CHP 735A, how is the command tracking the DUi Cost Recovery Program?

20,

Are commands using a case monitoring system to
track cases qualifying for the DUl Cost Recovery
Program inciuding the following information in the
monitoring system?

¢ Defendant information

Violation Information

Court Information

FMS Information

BAC test resuits

Yes

CJNo

] N/A

Remarks: Area uses the CHP 735A for
this purpose. However the date that
completed CHP 735s are seni to FMS
has not been noted.

CHP 880U (Rev. 02-09) OPI 010
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21. Are cases not resulting in a conviction within 12

Remarks: Cases remain in suspense

months after submission to the District Attorney Oyes | XNo | [dNA indefinitely
closed out after court verification of case status? '

22. Do closed out cases on the monitoring system have _

a line drawn through the Conviction Date and Date to | []Yes | [XINo | [ N/A | Remarks: Seeabove.
FMS as well as the reason the case was closed and
date of last follow-up check?

23. Are refunds or overpayments, as a result of .
erroneous charges, in an amount of = $5.00 being | [ Yes | [INo | CJN/A | Remarks: nectesen, a':‘;we"e'”ea
processed by the Department? overpayments.

24. ls the command reviewing the quarterly reports sent
by FMS related to the submission of CHP 735 forms Yes | O No | [JnNra | Remarks:
and case status identifying any deficiencles in the
submission and accountability of the DUl Cost
Recovery Program?

Question 25 pertains to Fiscal Management Section..” . "« -

25. Is FMS reviewing the CHP 735 forms for )

completeness of information and returning deficient Yes | I No | [JN/A | Remarks:

forms to the issuing command for corrections?

CHP 680U (Rev. 02-09) OPI 010




SEALE%GSS#ESEN::\FOR Command: Division: Chapter: '
COMMAND INSPEGTION PROGRAM | Contra Costa | Sotencee 8 }
EXCEPTIONS DOCUMENT inspected by: gaa!tgém |
Page 1 of 2 Jennifer Manlutac

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document

shall be routed to and its due date. This document shall be utilized to document innovative praclices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION Total hours expended on the ) Corrective Action Plan Included
Division Level [T Command Level | inspection:

[ Attachments Included
[J Executive Office Level (,;rx

Follow-up Required: Forward to:

] No

2

Due Date:

lspector's Comments Regarding Innovative Practices:

| Command Suggestions for Statewide Improvement:

| Inspector’s Findings:

Ten of the Area’s 24 Reimbursable Services Agreements from May 2008 to May 2009 were inspected.
The inspection was conducted by SSA Jennifer Manlutac. She was assisted by SSA Jeri Tilson from
Golden Gate Division. Officer Kyle Pacheco of the Contra Costa Area was available to provide
information, supplemental documentation, and answer any questions that surfaced.

The inspection team found that Area has not traditionally obtained a copy of the resolution, qrdgr.
motion, or ordinance of the local governing body when contracting parties is a county, city, district, or

other local public body.

Additionally, Area has not attached a CHP 312, Safety Services Program Task Order, and/or a CHP
313, Safety Services Program Daily Report to the CHP 467 when the package is sent to Fiscal
Management Section (per HPM 11.1, Chapter 6).

All other elements on which the inspection focused were in order and in compliance with policy.

[ Commander's Response: (X Concur or [J Do Not Concur (Do Not Concur shall document basis for response) |

CIiP 680A {Rav. 02.09) OP1010



STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Cominend: QIERN: ks | Chapter:
COMMAND INSPECTION PROGRAN | Contra Costa j Sened k
EXCEPTIONS DOCUMENT { Inspecied by: I Date:

I Jennifer Manlutac j 06/03/09

Page 2 of

E'I-IhSpector’s Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
i ete.)

' Required Action

“Corrective Action Plan/Timeline

Area will begin obtaining a copy of the resolution, order, motion or ordinance of the local governing body
when contracting with a county, city, district, or other local public body to comply with policy.

CHP 312 and CHP 313 will be attached to CHP 467 and sent to Fiscal Management Section.

Area plans to have the corrective actions in place by June 15, 2009.

i [J Employee would like to discuss this report with | COMMANDER'SSIGNATURE - - DATE !!
f the reviewer, A { g _ |
(See HPM 9.1, Chapter 8 for appeal procedures.) | * i e S
INSPECTOR'S SIGNATURE DATE
"[YReviewer discussed this report with REVIEWER'S SIGNATURE™ DATE / / :
. . employee S ﬂ"/ 2o/ NG i
] Coneur [J Do not concur At 2 AR /0L

GHE 338A (Rev §2.C9; OPIOC
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STATE OF CALIFORNIA Command: | Division: Number
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Contra Costa | Golden Gate 320
INSPECTION PROGRAM Evaluated by: Date:
CHAPTER 8 Jennifer Manlutac 06/03/09
! Assisted by: Date:
COMMAND REIMBURSABLE SERVICES O?fsifereKy"z e 06103109

INSTRUCTIONS: Answer individual items with “Yes" or "No" answers, or fill in the blanks as indicated. Any "No" answers, discrepancies
with policy, applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section.

Addilionally, such discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of
command. Furthenmore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up -
Inspeclion, the “Follow-up Inspection” hox shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

X} Division Level (] Command Level

[7] Office of inspections [ Voluntary Self-Inspection

[ Lead Inspector's Signature:

| I Follow-Up Inspection
BY:

Follow-up Required:
[ Yes No

Date:

For applicable policies, refer to HPM 11.1, Chapter 6.

" Note: If a "No" or "N/A" box is checked, the “Remarks” sectlion

shall be utilized for explanation.

1. Prior to the performance of services, is the
contracting party informed of the rates charged for
services, departmental equipment usage, and
cancellation policy?

) vYes | [JNo !DN:‘A

Remarks:

2. Does the billing rate include mileage and other
expenses such as uniform or equipment damage?

[Z]Yeé [J No éIjNiA

Remarks:

3. When a safety service is provided to another state
agency, is the agency’s five-digit billing code
obtained?

RYes | [INo |[JNA

Remarks:

4. Is the billing code documented on the Reimbursable
Services Billing Memorandum?

K Yes | (JNo |[JNA

Remarks:

Is $50 charged for each CHP uniformed employee
assigned to the detail if the cancellation notification is
less than 24 hours prior to the scheduled service?

5

' KYes | ONo i DONA

Remarks:

6. Is a minimum payment of 4 hours overtime charged
when employee(s) could not be notified of the
canceliation of their service(s)?

K Yes | [ONo | [CINA

Remarks: When necessary

7. Is information regarding the procedures to obtain
necessary right-of-way clearances or permits, local
requirements, and other pertinent information made
available to inquiring parties?

K Yes | [ONo | [ONA

Remarks:

8. Are written requests for specific services directed to
the appropriate command?

K Yes | CINo | [OJNA

Remarks: When necessary

9. Are traffic control services less than $50,000
approved by Division?

B vyes | [ONo | [CIN/A

Remarks:

Are traffic control services estimated to be $50,000 or
more approved by the Office of the Commissioner?

10.

; (OYes | [ No

Remarks: Do not have a contract in
place

119.
Assistant Commissioner, Field?

Are extraordinary protective services approved by the |

] No

[ Yes

Remarks. No extraordinary
proteclive services contracts

CHP 680U (Rev. 02-09) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

CHAPTER 8
COMMAND REIMBURSABLE SERVICES

12“ Is-a‘Relmbursable Servrces Agreement“(RSA)' Iog“ Remarks:
number requested from Division for every contract? M vYes | [CINo | [ N/A | Remans:

13. Is a CHP 465 form completed in accordance with

policy? Yes | [ONo | [T N/A | Remarks:
14. Are advance payments collected from the contracting

company prior to the start of the service? Yes | [INo |[JN/a | Remarks:
15. {s a CHP 251 prepared and mailed to the contracting .

company upon receipt of advance payments? Yes | [JNo | [N/ | Remarks:
16. Is a CHP 467 prepared and submitted to the Fiscal ,

Management Section upon completion of the Yes | [JNo |[JN/A | Remarks:

contractual service(s)?
. 17. Is a copy of the CHP 465 attached to the weekly
_UCHP 230‘and lfa Ilcable 2 CHP169'>

Ye | DNO DN/A Remarks:

Yes | [JNo | [JN/A | Remarks:

19. Do RSA numbers begin with the letter "R" to denote )
reimbursable services, followed by two digit fiscal K Yes | ONo |[JN/A | Remarks
year, three digit location code, and a sequential
number for each agreement?

20. Is the CHP 466 closed out at the end of each fiscal )
year with a new log implemented on July 1 beginning Yes | [ONo |[JN/A | Remarks:
with the sequential number 0017?

21. Are all sequential numbers accounted for when

reconciling with the Billing Memorandum? Yes | [INo | [ N/a | Remarks:
22, Are sequential numbers not matching Billing e BT
Memorandums reconciled? COYes | [ONo | DIN/A | Remans

23. Is the original RSA signed and filed at Area? Remarks:
Yes | [INo | [JN/A | Remarks:

24. Does the command proceed with all RSA Tt
arrangements, and if needed, ensure the requestor Yes | [ No | [JN/A | Remars:
has obtained the necessary right-of-way, clearances,

and permits?
25. |s the indemnification clause included in the )
agreement when requested? X Yes | [INo | [JN/a | Remarks: When necessary
26. Is the inclusion of the indemnification clause ,
approved by the Department of General Services, K Yes | [CINo | [JN/a | Remarks: When necessary
Office of Legal Services?
27. If the service is over $50,000 per occasion, is a _
CHP 78R prepared and submitted to Contract CYes | [JNo N/A ';gg_"gggs' fipypen=GRcontiaGL oven

Services Unit?

28. Is & copy of the resolution, otder, motion, or
ordinance of the local governing body obtained when | [JYes | [ No | [JN/A | Remarks: Hove newer kop & nor:
one of the contracting parties is a county, city, district, contragt.
or other local public body?

29. Are dignitary protection services referred to the Office R
of Dignitary Protection? Yes | [INo | [JN/A | Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

CHAPTER 8
COMMAND REIMBURSABLE SERVICES

Page

3 of 4

30. Are CHP 312 forms, CHP 313 forms, and CHP 467

Remarks: Do not keep CHP 312; will

Serwcespnwsnon Fleld_Su | on Sectlon?

gp
fees are collected on the day of the training session?

[J No

forms prepared when a statewide agreement is in OYes | XKINo | [ONA tart Keoping CHP 312
effect?

31. When state agencies are requesting a statewide Femaris: When necessa
agreement, are they referred to Enforcement R Yes | [ONo | CJNA | nemamks ry

N/A

Remarks: No training contact in

place
33. Are the original CHP 467 and contract agreement .
submitted to Fiscal Management Section (FMS) upon Yes | CINo |[JN/A | Remartks:
completion of services (other than COZEEP,
MAZEEP, extraordinary protective services, and
special projects) within 5 days?
34. Are copies of CHP 467 forms forwarded to the next .
level of review? X Yes | [INo | []n/A | Remarks:
35. [s the date when the Billing Memorandum was sent to )
FMS noted on the Reimbursable Services Control K Yes | [ONo | [JN/A | Remarks:
Log?
! 36. Is a copy of the command's Reimbursable Services _
! Control Log forwarded or e-rnalled to the Division Yes | [ONo |[JnsA | Remasks:
; Coordinator at the end of each month?
37. Is the Reimbursable Services Control Log verified ,
with the copies of the Billing Memorandums to ensure Yes | [ONo | [JN/A | Remerks:

all reimbursable time has been reported to FMS for
billing purposes?

38. Are outstanding items being inspected and resolved?

feiidv 2 i : AN ke A
.lsa Copy of the CHP 467 and CHP 465 submltted to

Remarks:

Remarks: No exlraordinary prolective

;Ievgaclg;%n completion of extraordinary protective ONo | B NA servicas contract in place .‘

40. Is a reimbursable special project code obtained on )
every contractual service? Yes | [INo | [JN/a | Remarks:

41. |s the overtime report(s) for reimbursable speciat )
project(s) used to reconcile CHP 415 forms foreach | [X) Yes | [INo | [JN/A | Remarks:
special project?

42. Are the special project codes on the overtime _
report(s) verified to ensure the correct special project Yes | CINo | [JN/A | Remarks:
code has been used?

43, Are all corrections noted on the overtime report(s)? .

Yes [ No ] N/A Remarks:

44. Are overtime reports approved and dated by the ,
commander after reconciling? (X Yes | [INo | [ N/A | Remarks:

45, Is the original overtime report(s) forwarded to FMS? .

x Yes D No D N/A Remaiks:

46. Is a copy of the overtime report forwarded to Division i

by the 10™ of the month (except COZEEP/MAZEEP)? | [X Yes | [JNo | [JN/A | Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL,
INSPECTION PROGRAM
CHAPTER 8
COMMAND REIMBURSABLE SERVICES
47. Are all COZEEP/MAZEEP reports forwarded to Remarks:
Division by the 15" of the month? Yes | [INo | [JN/a | Remarks:
48. Are all COZEEP/MAZEEP reports approved by =
Division and forwarded to FMS by the 30" of the Yes | [JNo | [JN/A | Remarks:
month?
49. Is a copy of the CHP 71 aftached to the overtime Remarks: No nonuniformed
ir)ee;?ggtr()z)e\lfvll:cir}r;r'\)ere are reimbursable nonuniformed | [ Yes | [INo | BIN/A | Ror e 0 ovicss ovortime
50. Is an amendment of service agreement requested Remarks:
prior to the fund being depleted, and if necessary, is Yes | [ONo |[JN/A [ Remars:
the service discontinued?
51. Are all payments made directly to FMS? -
R Yes | [ONo |[JN/A | Remarks:
52. Does the command require delinquent companies to —
pay outstanding invoices in full prior to providing any | [ Yes | [ No | [JN/A | Remarks:

future services?
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State of California Business, Transportation and Housing Agency

Memorandum

Date: September 16, 2009

To: Golden Gate Division

From: DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
Napa Area

File No.: 325.12135

Subject: COMMAND INSPECTION - REIMBURSABLE SERVICES AND DUI COST
RECOVERY

The Napa Area concurs with the findings of the recent Command inspection conducted by
Golden Gate Division., The inspection focused on Reimbursable Services and DUI Cost

Recovery and confirmed that the Napa Area was in compliance with departmental policy and

procedure regarding these programs.

NS

M. A. RASMUSSEN, Captain
Commander

Safety, Service, and Security

CHP 51WP (Rev. 11-88) OPI 076



State of California Business, Transportation and Housing Agency

Memorandum

Date: June 19, 2009

To: Golden Gate Division

From: DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
Golden Gate Division

File No.: 365.14402

Subject: CHAPTER 8 INSPECTIONS - NAPA AREA

On May 21, 2009, Golden Gate Division Inspection Team #3; Lieutenant Shon Harris, Sergeant
Braden Moffett, and Staff Services Analyst Jennifer Manlutac inspected Napa Area’s in-house
DUI cost recovery and Reimbursable Services Agreement procedures. The inspection team was
assisted by Lieutenant Mike Berger and Officer Lisa Paulson of the Napa Area.

The inspection team reviewed 12 of the 120 CHP 735s generated in the Napa Area during the
previous 12 months. Area has very thorough procedures in place to ensure the proper generation
and processing of CHP 735s. Area uses the CHP 735A to its full extent which ensures
compliance with policy relating to tracking, follow-up, and submission of all CHP 735 forms.
Area SOP is fully updated to include detailed explanation of policy and flow charts that visually
explain each person’s role in the processing of the CHP 735.

Napa Area’s procedures were very efficient and the inspection team has no recommendations for
modification or changes to the Area’s current policy. In fact, Napa Area could serve as a “best
practices” example relating to processing the CHP 735.

Area processed 46 Reimbursable Services Agreements during the previous 12 months. The
inspection team randomly reviewed 10 of the contracts and quickly discovered that Area is in
total compliance with policy. The only exception was that a CHP 466, Reimbursable Services

Control Log, has not been forwarded to Division as required by policy. This was immediately
addressed by the Area Commander.

Napa Area has very thorough, productive, and efficient employees assigned to process the CHP
735 and Reimbursable Service Agreements and it clearly shows.

%dﬁ/\w Udoo.

Shon L. Harris
Lieutenant

Saferv. Service. and Securitv



DEPARTNENT oF CALIFORNIA HIGHWAY PATROL g Division: L
COMMAND INSPECTION PROGRAM | NapaArea | GoldenGate 18
EXCEPTIONS DOCUMENT Jennifer Manlutac 0521109,
Page 1 of 2

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewnd_e
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

| TYPE OF INsPECTION Total hours expended on the [J Corrective Action Plan Included
Division Level [} Command Level | Inspection:
[T] Attachments Included
[J Executive Office Level 8

Forward to:

Follow-up Required:

D Yes X No Due Date;

Inspector's Comments Regarding Innovative Practices:

| Command Suggestions for Statewide Improvement;

| Inspector's Findings:

Ten of the Area’s 46 reimbursable service contracts were inspected. Napa Area is very efficient and
timely with processing reimbursable services contract paperwork with the exception that a copy of the
CHP 466, Reimbursable Services Control Log, has not been mailed or emailed to the Division
Coordinator at the end of each month. This procedure was implemented in February 2009.

| Commander's Response: Concur or [J Do Not Concur (Do Not Concur shall document basis for response) |

CHP 680A (Rev. 02-09) OP1 010



STATE OF CALIFORNIA Command: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Napa Area Golden Gate 8
COMMAND INSPECTION PROGRAM | hapaAre S
EXCEPTIONS DOCUMENT Jennifer Manlutac et
Page 2 of 2

Inspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
etc.)

None.

Corrective Action Plan/Timeline
Napa Area will provide the Golden Gate Division Reimbursable Services Coordinator a copy of the CHP

effective immediately.

[_] Employee would like to discuss this repont with COMMANDER'S SIGNATURE DATE
the reviewer. J P )09
(See HPM 9.1, Chapter 8 for appeal procedures.) |~ LA AR
INSREQTOR'S SIGNATURE DATE
WDE . ‘]Z > S-L o9
[[] Reviewer discussed this report with REVIEWER'S SIGNATURE DATE /
employee . a
[] Concur [J Do not concur / 4 : /f = 7/ 0 O/
e . (= | / /

CHP 680A (Rev. 02-09) OP1010




STATE OF CALIFORNIA Command: Division: Number:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Na pa Are a Golden Gate 325
INSPECTION PROGRAM Evaluated by: Date: o
CHAPTER 8 Jennifer Manlutac g5l
COMMAND REIMBURSABLE SERVICES Feshiedbr S
Officer Lisa Paulson 05/21109

Page 10f4

INSTRUCTIONS: Answer individual items with “Yes” or "No” answers, or fill in the blanks as indicated. Any “No" answers, discrepancies
with policy, applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section.
Additionally, such discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of.
command. Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need fo be re-inspected.

TYPE OF INSPECTION

Lead Inspector's Signature:

B< Division Level [J Command Level < Kl J
[ Office of Inspections [ Voluntary Self-Inspection ‘g- Wi Yehwwd

Follow-up Required: ] Foliow-Up Inspection Commander's Signatwe: Date:”
HYes e Sk . /fY ) J (Pt §el-04

For applicable policies, refer to HPM 11.1, Chapter 6.

"Note: I a Noor /A" box 1S checked, The "Remarks section shall be utilized for explanation. | /"= i

1. Prior to the performance of services, is the .
contracting party informed of the rates charged for X Yes | [(ONo | [JN/A | Remarks:
services, departmental equipment usage, and
cancellation policy?
2. Does the billing rate include mileage and other ,
expenses such as uniform or equipment damage? X Yes | [INo | []N/A | Remarks:
3. When a safety service is provided to another state ]
agency, is the agency's five-digit billing code [JYes | [ONo | [RIN/A | Remarks: Nootherstate agency
obtained?
4. s the billing code documented on the Reimbursable Remarks: No contract required DGS
Services Billing Memorandum? JYes | [JNo NIA | [lling code
5. |s $50 charged for each CHP uniformed employee .
assigned to the detail if the cancellation notification is Yes | [INo | [JN/A | Remarks:
less than 24 hours prior to the scheduled service?
6. Is aminimum payment of 4 hours overtime charged .
when employee(s) could not be notified of the Yes | [ONo | [IN/A | Remarks:
cancellation of their service(s)?
7. Isinformation regarding the procedures to obtain _
necessary right-of-way clearances or permits, local X Yes | [JNo |[JNiA | Remarks:
requirements, and other pertinent information made
available to inquiring parties?
8. Are written requests for specific services directed to ,
the appropriate command? K Yes | [JNo | [JN/a | Remarks: When necessary
9. Are traffic control services less than $50,000 .
approved by Division? Yes | [JNo | [CIN/A | Remarks:
10. Are traffic control services estimated to be $50,000 or ,
more approved by the Office of the Commissioner? Yes | [INo | [JN/A | Remarks:
11. Are extraordinary protective services approved by the ] .
Remarks: No extraordinary

Assistant Commissioner, Field?

OYes | [INo N/A

protective service contract

CHP 680U (Rev. 02-09) OP| 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

CHAPTER 8
COMMAND REIMBURSABLE SERVICES

) ‘is‘a-Relmbursable'Serwces Agreement (RSA) fog

Page 20fé4

18

number requested from Division for every contract? Yes | [INo | [JN/A [ Remarks:
13. Is a CHP 465 form completed in accordance with
policy? B Yes | [INo | [JN/A | Remarks:
14. Are advance payments collected from the contracting )
company prior to the start of the service? Yes | [No | [JN/A | Remarks:
15. Is a CHP 251 prepared and mailed to the contracting )
company upon receipt of advance payments? X Yes | [INo [ [JN/A | Remarks:
16. Is a CHP 467 prepared and submitted to the Fiscal ,
Management Section upon completion of the Yes | [JNo | [N/ | Remarks:
contractual service(s)?
17. Is a copy of the CHP 465 attached to the weekly ‘
CHP 230, and it appllcable a CHP 1697 % Yes | [INo | [N/ | Remarks:

‘Is a' CHP 466 malntalned'?"

‘z Yes D No D N/A Remarks:
19, Do RSA numbers begin with the letter “R" to denote .
reimbursable services, followed by two digit fiscal Yes | (O No | [JN/A | Remarks:
year, three digit location code, and a sequential
number for each agreement?
20. Is the CHP 466 closed out at the end of each fiscal .
year with a new log implemented on July 1 beginning Yes | [ONo | [JN/A | Remarks:
with the sequential number 001?
21. Are all sequential numbers accounted for when -
reconciling with the Billing Memorandum? X vYes | [INo | [IN/A | Remarks:
22. Are sequential numbers not matching Billin
Memorqandums reconciled? g 9 D Yes D No N/A Remarks: The numbers all matched
23. Is the original RSA signed and filed at Area? ]
Yes D No E] N/A Remarks:
24. Does the command proceed with all RSA .
arrangements, and if needed, ensure the requestor Yes | [INo |[JN/A | Remarks:
has obtained the necessary right-of-way, clearances,
and permits?
25. Is the indemnification clause included in the ,
agreement when requested? . Yes | [INo | [JN/A | Remarks: When necessary
26. Is the inclusion of the indemnification clause ‘
approved by the Department of General Services, Yes | [ONo | [N/ | Remarks: When necessary
Office of Legal Services?
27. If the service is over $50,000 per occasion, is a ]
CHP 78R prepared and submitted to Contract Yes | [ONo | [IN/A | Remarks:
Services Unit?
28. Is a copy of the resolution, order, mation, or ,
ordinance of the local governing body obtained when Yes | [JNo |[JN/A | Remarks: Whennecessary
one of the contracting parties is a county, city, district,
or other jocal public body?
29. Are dignitary protection services referred to the Office _
of Dignitary Protection? X Yes | [ONo | [JN/A | Remarks: When necessary

CHP 680U (Rev. 02-08) OP! 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

CHAPTER 8
COMMAND REIMBURSABLE SERVICES

Page 3 of4

30. Are CHP 312 forms, CHP 313 forms, and CHP 467

Remarks: No statewide contract

Servnces DIVISlon Field Su

forms prepared when a statewide agreement is in [Ovyes | [ONo |[XNA
effect?

31. When state agencies are requesting a statewide T I
agreement, are they referred to Enforcement R Yes | [INo | [JNA | Remars: enne y

Is 'a'CﬁP 230 prepared by‘the'contractmg party when

32, . .
fees are collected on the day of the training session? | [JYes | (O No | XIN/A 3:2’;"‘5: NoJtialfifg [ERNIAcs [0,

33. Are the original CHP 467 and contract agreement .
submitted to Fiscal Management Section (FMS) upon Yes | [ONo | [JN/A | Remarks:
completion of services (other than COZEEP,

MAZEEP, extraordinary protective services, and
special projects) within 5 days?

34. Are copies of CHP 467 forms forwarded to the next _
level of review? Yes | [ONo | [JN/A | Remarks:

35. Is the date when the Billing Memorandum was sent to _

FMS noted on the Reimbursable Services Contro! K Yes | [JNo | [JN/A | Remarks:
Log?

36. Is a copy of the command's Reimbursable Services _ " t submitted
Control Log forwarded or e-mailed to the Division Cves | RINo | IN/A | R e ovison.
Coordinator at the end of each month?

37. Is the Reimbursable Services Control Log verified .
with the copies of the Billing Memorandums to ensure | [ Yes | [INo | [IN/A Remarks:
all reimbursable time has been reported to FMS for
billing purposes?

38. Are outstanding items being inspected and resolved? . .

D Yes D No N/A Remarks: No outstanding items

Is a copy of the CHP 467 and CHP 465 submited o

39, .
EeMr\?icl:az??n completion of extraordinary protective Oves | ONo N/ | s b sy
40. s a reimbursable special project code obtained on )
every contractual sefvice? X Yes | [JNo | [JN/A | Remarks:
41. [s the overtime report(s) for reimbursable special .
project(s) used to reconcile CHP 415 forms for each Yes | [ONo |[JN/A | Remarks:
special project?
42. Are the special project codes on the overtime )
report(s) verified to ensure the correct special project Yes | [INo | [JN/A | Remarks:
code has been used?
43. Are all corrections noted on the overtime report(s)?
@ Yes D No D N/A Remarks:
44. Are overtime reports approved and dated by the .
commander after reconciling? Yes | [INo | [JN/A | Remarks:
45. |s the original overtime report(s) forwarded to FMS?
Yes D No l:l N/A Remarks:
48. Is a copy, of the overtime report forwarded to Division i
by the 10" of the month (except COZEEP/MAZEEP)? Yes | [JNo | [JN/A | Remarks:

CHP 680U (Rev. 02-09) OP1 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

CHAPTER 8
COMMAND REIMBURSABLE SERVICES

Page 4 of 4

47, Are all COZEEP/MAZEEP reports forwarded to

fuiure services?

Division by the 15" of the month? Yes | [INo | [JN/A | Remarks:
48. Are all COZEEP/MAZEEP reports approved by B ars:
Division and forwarded to FMS by the 30" of the Yes | [INo [[JNA | Remars
month?
49. Is a copy of the CHP 71 attached to the overtime T —
;Z?:gtr(;)e\llv'?sgrg;ere are reimbursable nonuniformed | [J Yes | [JNo NA | T ;mf“ osr'med e
50. Is an amendmen't of service agreement requested .
i i i i : d to deal with
5::30; é(:v tirgz Eggo%?ilr?ge%%pleted' and if necessary, is | [ Yes | [JNo N/A :;g‘fé’::en’fg}’zfe o ‘;gr‘:zeﬂgn?“
51. Are all payments made directly to FMS? Voo 1 Tre A e rts Bhectspeay Bt :
52. Does the command require delinquent companies to . 2 rmawalidinolknon T
pay outstanding invoices in full prior to providing any ] Yes No | JN/A c:ﬂ‘;’;;n;-ls Hefinusnl

CHP 680U (Rev. 02-09) OPI 010




STATE OF CALIFORNIA Command: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Na a Golden Gate 8
COMMAND INSPECTION PROGRAM ,nspfcted by: Date:
EXCEPTIONS DOCUMENT Lt. Shon Harris ey
Page 1 of 2

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter

number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the_document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for st_atemdfa
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

Division Level [] Command Level | Inspection:

[J Executive Office Level 12

TYPE OF INSPECTION Total hours expended on the

[J Corrective Action Plan Included

[ Attachments Included

Forward to:

Follow-up Required:

(] Yes BJ No

Due Date:

Inspector's Comments Regarding Innovative Practices:

Napa area uses a color-coded preliminary “working copy” of the CHP 735 that is attached to every DUI

arrest report. This prompts the clerical staff to make an entry in the CHP 735 log and initiates the

tracking process. The completed CHP 735 is attached to the final draft of the collision report indicating
that no more billable time is expected on the case. Each CHP 735 is reviewed by the shift sergeant and
the lieutenant before it is forwarded to the clerical staff for processing. This practice is very efficient and

incorporates checks and balances to ensure accuracy and integrity of the billing process.

[ Command Suggestions for Statewide Improvement:

| Inspector's Findings:

Napa Area is very efficient and has thoroughly documented the CHP 735 process in SOP. The SOP
explains the necessary elements of a completed CHP 375 and includes flow charts to assist persopnel-
in understanding the different variables involved (ie: processing forms based on Section A vs. Section B

criteria). The inspection revealed no problems with the processing of CHP 735s in the Napa Area.

| Commander’'s Response: [ Concur or [J Do Not Concur (Do Not Concur shall document basis for response)

|

CHP 680A (Rev 02-08) OPI010



STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Smmanc Division: Chapter:
COMMAND INSPECTION PROGRAM ~ |Nepa | GoldenGate 2
EXCEPTIONS DOCUMENT Lt. Shon Harris 05/21/09
Page 2 of 2

inspector’s Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
ete.)

Corrective Action Plan/Timeline

None.
] Employee would like to discuss this report with COMMANDER' fGNATURE DATE

the reviewer. ) S OOE

(See HPM 8.1, Chapter 8 for appeal procedures.) 1. & A Sl 3T

INSPECT 'S StGN URE DATE
Vd" \\ A o el o

[ ] Reviewer discussed this report with REVIEWER'S sneNAy ; DATE

employee e Q
(] Concur (] Do not concur 5O O/

i

CHP 680A (Rev 02-09) OPI1010
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STATE OF CALIFORNIA Command: Division: Number:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Napa Golden Gate 325
INSPECTION PROGRAM Evaluated by: Date
CHAPTER 8 Lt. Shon Harris 05/21/09
i : - 05/21/09
COMMAND DUl COST REGOVERY S s o o

INSTRUCTIONS: Answer individual items with “Yes" or “No" answers, or fiil in the blanks as indicated. Any “No” answers, discrepancies
with policy, applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks" section.
Additionally, such discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of
command. Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-
up Inspection, the “Follow-up Inspection” box shali be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

X Division Level

[[] Office of Inspections

[J Command Level

[ Voluntary Self-Inspection

Lead Inspector's Signature:

<. ] “.
: \JW\ o

Foliow-up Required: ] Follow-Up Inspection Commangder's Signalure! Date:
[ Yes No BY: r].-_‘ i Ze_,,,.,,,___ SRARY

For applicable policies, refer to HPM 11.1, Chapter 20.

Note: If a “No" or “N/A” box is checked, the "Remarks” section shall be utilized for explanation.

1. Does the command have sufficient procedures to i
ensure that a CHP 735, Incident Response ) Yes | [ONo | CJN/A | Remarks:
Reimbursement Statement, is prepared for each
arrest that meets the cost recovery criteria?

2. What are these procedures?

CHP. 735 procedures and expectations are thoroughly addressed in Area SOP (Section 4.18).
The arresting officer generates a preliminary CHP 735 for every arrest. The preliminary copy prompts the CHP 735
clerk to make an entry on the CHP 735A. The completed CHP 735 is attached to the completed collision report and
processed by clerical staff. All cases that have BAC results or a conviction pending are placed in suspense and followed-up

on regularly.

3. Does the command have a specific employee(s) n
assigned to process all CHP 735 forms? [ Yes | [(ONo | [JN/A | Remarks:

4. If the answer to question 3 of this checklist is yes, is e
the responsibility of processing all CHP 735 forms Yes | [ONo | [JN/A | Remarks:
listed in their job description or any other document?

CHP 680U (Rev. 02-09) OP| 010




STATE GF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

CHAPTER 8
COMMAND DUI COST RECOVERY

Page

204

5.

Are all CHP 735 forms forwarded to Fiscal
Management Section (FMS) properly with completed
criteria in either Section A or Section B of the form?

X Yes

[ No

CIN/A

Remarks:

Does the command have a suspense system in place

to facilitate notification of a conviction involving cases

meeting the requirements of the Driving Under the

Influence (DUI) Cost Recovery Program? This would

involve cases where the following criteria applies:

« A Blood Alcohoi Content (BAC) under .08%

¢ A chemical test is positive for drugs only

e There is no supporting BAC test of drug test (i.e.,
a refusal)

X Yes

CJ No

R

Remarks:

Are CHP 735 forms completed based on the criteria
of Section A of the form being forwarded to FMS
within ten business days from one of the following

dates?

s The date of BAC results of =.08% were received

¢ The date of BAC results of =.04% were received
for a commercial driver

Yes

[J Neo

CIN/A

Remarks:

Are CHP 735 forms completed based on the criteria

of Section B of the form being forwarded to FMS

within ten business days from being notified of a

conviction of California Vehicle Sections 23152 or

23153, or greater offence as a result of one of the

following?

¢ The person arrested refused to provide a
chemical test

o The arrest was for drugs only

o A BAC of <.08% was obtained

Yes

] No

CIN/A

Remarks:

Is the Itemized Staff Hours section of the CHP 735
completed as required in Highway Patrol Manual
11.1, Administrative Procedures Manual, and
includes hours for all employees assigned to the
incident?

Yes

7] No

LI N/A

Remarks:

10.

If the person arrested is transient, is the case being
entered into the CHP 735A, Case Log-DUI Cost
Recovery Program, without forwarding the CHP 735

to FMS?

[C] Yes

J No

X N/A

Remarks:

1.

Are staff hours involved in the incident recorded on
the CHP 735 to the nearest ten minutes?

Yes

] No

L] N/A

Remarks:

12.

Do the total number of staff hours charged on the
CHP 735 agree with the appropriate CHP 415, Daily
Field Record?

X Yes

[ No

CIN/A

Remarks:
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13.

Does the Notes portion of the CHP 415 indicate the
billable DUI time when the CHP 415 includes more
than one activity?

Yes

O No

[ NA

Remarks:

14.

Are the staff hours incurred by members of the
Department for the following activities associated with
an incident meeting the criteria for DUI cost recovery
included in the CHP 7357

¢ Response Time

On-Scene Investigation

Follow-up Investigation

Report Writing

Vehicle Storage

Call Back

Field Sobriety Testing

Transportation

Booking

Chemical Testing

Traffic Control

Yes

O No

CIN/A

Remarks:

15,

Are the staff hours for officers-in-charge, sergeants,
lieutenants, or captains listed on the CHP 735 for
time spent performing the activities listed in question
12 of this checklist and not exclusively supervisory
tasks?

Yes

) No

1 N/A

Remarks:

16.

Is the current hourly rate for reimbursement, sent out
to all commands via Comm-Net from FMS, being
used?

Yes

I No

LI N/A

Remarks: The rate is automatically
entered by the Adobe computer
program.

17.

Is a copy of the CHP 735 being retained at the
command and filed?

Yes

(O No

L1 N/A

Remarks:

18.

Is the command utilizing the, optional, CHP 735A to
track cases qualifying for the DUI Cost Recovery

Program?

X Yes

[ No

[ N/A

Remarks:

19.

In the absence of a CHP 735A, how is the command tracking the DUI Cost Recovery Program?

20.

Are commands using a case monitoring system to
track cases qualifying for the DUI Cost Recovery
Program including the following information in the
monitoring system?

¢ Defendant Information

Violation Information

Court Information

FMS Information

BAC test results

¢ @ & o

Yes

[ No

I N/A

Remarks:
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21.

Are cases not resulting in a conviction within 12
months after submission to the District Attorney
closed out after court verification of case status?

[ Yes

<] No

[ N/A

Remarks: Cases are placed in a
“Long Term Suspense" file and
followed-up on weekly.

22.

Do closed out cases on the monitoring system have
a line drawn through the Conviction Date and Date to
FMS as well as the reason the case was closed and
date of last follow-up check?

[ Yes

[J No

N/A

Remarks:

23.

Are refunds or overpayments, as a result of
erroneous charges, in an amount of = $5.00 being
processed by the Department?

[ yes

[ No

X N/A

Remarks: Area has not experienced
an overpayment situation

24.

Is the command reviewing the quarterly reports sent
by FMS related to the submission of CHP 735 forms
and case status identifying any deficiencies in the
submission and accountability of the DUI Cost
Recovery Program?

Yes

(] No

O NA

Remarks:

Question 25 pertains to Fiscal Management Section. -~

25,

Is FMS reviewing the CHP 735 forms for
completeness of information and returning deficient
forms to the issuing command for corrections?

B Yes

[JNo

CINA

Rernarks:
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STATE OF CALIFORNIA Command: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL JR—- i '
COMMAND INSPECTION PROGRAM ~ (NmiZIF____| Golden Gate 2
EXCEPTIONS DOCUMENT Lt. Shon Harris 05/26/09
Page 1 of 2

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION Total hours expended on the Corrective Action Plan Included
Division Level [J Command Level inspection:

[J Attachments Included
[[] Executive Office Level 6

Forward to:

Follow-up Required:

DN

Vas Due Date:

Isector’s Commets Regrding innovativePractie:

[ Command Suggestions for Statewide‘lmprovement:

[ Inspector's Findings: ' |

Nimitz Inspection Facility has not experienced an incident requiring the processing of a CHP 735 in over
a year. PerArea SOP, all collisions are investigated by the host Area, Hayward CHP. The processing
of CHP 735s, if applicable, would be handled by the CHP 735 clerk at Hayward Area.

Nimitz Inspection Facility SOP directs all personnel to complete a CHP 735 when necessary. ltis
recommended that the SOP be updated to include more detailed procedures and/or specific reference to
policy contained in HPM 11.1, Specific attention should be paid to proper and detailed CHP 415 entries
since Area personnel would likely expend billable time on a DUI collision investigated by Hayward Area
personnel. The Area commander was provided with a sample of recommended SOP verbiage.

[ Commander's Response: X Concur or [[] Do Not Concur (Do Not Concur shall document basis for response) [

Inspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
etc.)
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Page 2 of 2

Corrective Action Plan/Timeline

Area SOP will be updated immediately to incorporate the above recommendations.

[} Employee would like to discuss this report with ANDER'§ SIGN?TURE DATE
the reviewer.’ ' " ) .
(See HPM 9.1, Chapter 8 for appeal procedures.) ‘a\\w\u ' S-2Ue- ==
INS TOR'S Si TURE DATE
PAARD) 5-"Uo-09

[_] Reviewer discussed this report with REVIEWER'S SIGNATURE DATE
employee
| [J Concur [J Do not concur
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STATE OF CALIFORNIA Comman-d: Division: Number:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Nimitz IF Golden Gate 347
INSPECTION PROGRAM Evalated by Dafe
Assisted by: Date:
COMMAND DUI COST RECOVERY Sgt. Braden Moffett 05/26/09

Page 1of4

INSTRUCTIONS: Answer individual items with “Yes" or “No" answers, or fill in the blanks as indicated. Any “No" answers, discrepancies
with policy, applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section.
Additionally, such discrepancies and/or deficiencies shail be documented on an Exceptions Document and addressed to the next level of
command. Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-
up Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspector's Signature:

Division Level [] Command Level 5{? w
[J Office of Inspections [ Voluntary Self-Inspection

FO”OW—UP Required: G Follow-Up Inspection Co der‘s:.Sig ature: Date:
Yes []No BY: \w‘w,\‘ Lj:; RS S22 -
\

For applicable policies, refer to HPM 11.1, Chapter 20.

Note:if 2 NOLOr AN/ABOX IS,

ckedithe ‘Remarkstsection shallibe U

lized for expl

anation.

1. Does the command have sufficient procedures to
ensure that a CHP 735, Incident Response X Yes [ N/A | Remarks:
Reimbursement Statement, is prepared for each
arrest that meets the cost recovery criteria?

2. What are these procedures? :
CHP 735 procedures are addressed in the Area SOP. While the Area handles DUI arrests, the host Area, Hayward
CHP, handies all collisions that occur in the facility. 100% of DU| arrests were reviewed through the beginning of
2006. No DUI arrests met the criteria which required completion of a CHP 735. Hayward Area was contacted and
reported no DUI PCF collisions from Nimitz inspection Facility in the last 12 months.

3. Does the command have a specific employee(s)
assigned to process all CHP 735 forms? KYes | [ONo |[JN/A | Remarks:

4.- Ifthe answer _tq guestion 3 of this checklist is yes, is Famalls: Someatis el
the responsibility of processing ali CHP 735 forms Yes | [JNo | [JN/A dutios, Duty a%signed a8 required
listed in their job description or any other document? per CommNst.

CHP 680U (Rev. 02-09) OP! 010
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5,

Are all CHP 735 forms forwarded to Fiscal
Management Section (FMS) properly with completed
criteria in either Section A or Section B of the form?

[J Yes

] No

N/A

Remarks:
Host Area processes all CHP 735s

Does the command have a suspense system in place

to facilitate notification of a conviction involving cases

meeting the requirements of the Driving Under the

Influence (DUI) Cost Recovery Program? This would

involve cases where the following criteria applies:

e A Blood Alcohol Content (BAC) under .08%

e Achemical test is positive for drugs only

¢ There is no supporting BAC test of drug test (i.e.,
a refusal)

[ Yes

[ No

N/A

Remarks:
Handled by Hayward Area.

Area CHP 735 forms completed based on the criteria

of Section A of the form being forwarded to FMS

within ten business days from one of the following

dates?

¢ The date of BAC results of =.08% were received

e The date of BAC results of =.04% were received
for a commercial driver

[ Yes

[J No

N/A

Remarks:
Handled by Hayward Area.

Area CHP 735 forms completed based on the criteria

of Section B of the form being forwarded to FMS

within ten business days from being notified of a

conviction of California Vehicle Sections 23152 or

23163, or greater offence as a result of one of the

following?

* The person arrested refused to provide a
chemical test

e The arrest was for drugs only

¢ A BAC of <.08% was obtained

[ Yes

(I No

D N/A

Remarks:
Handled by Hayward Area.

Is the Itemized:Staff Hours section of the CHP 735
completed as required in Highway Patrol Manual
11.1, Administrative Procedures Manual, and
includes hours for all employees assigned to the
incident?

O Yes

[ No

X N/A

Remarks: No cases reported.
However, Area SOP will be updated
to ensure compliance. =

10.

If the person arrested is transient, is the case being
entered into the CHP 735A, Case l.og-DUI Cost
Recovery Program, without forwarding the CHP 735

to FMS?

[J Yes

[J No

N/A

Remarks:

11.

Are staff hours involved in the incident recorded on
the CHP 735 to the nearest ten minutes?

[ Yes

CJ No

N/A

Remarks: No reported cases.

12.

Do the total number of staff hours charged on the
CHP 735 agree with the appropriate CHP 415, Da|ly
Field Record?

E]Yesl

[ No

N/A

Remarks: No reported cases.
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13. Does the Notes portion of the CHP 415 indicate the

billable DUI time when the CHP 415 includes more
than one activity?

[ Yes

Remarks: No reported cases.

[JNo N/A

14.

Are the staff hours incurred by members of the
Department for the following activities associated with
an incident meeting the criteria for DU! cost recovery
included in the CHP 735?

e Response Time

On-Scene Investigation

Follow-up Investigation

Report Writing

Vehicle Storage

Cali Back

Field Sobriety Testing

Transportation

Booking

Chemical Testing

e Traffic Control

[1Yes

Remarks: No reporled cases.
L ]

I No N/A

15.

Are the staff hours for officers-in-charge, sergeants,
lieutenants, or captains listed on the CHP 735 for
time spent performing the activities listed in question
12 of this checklist and not exclusively supervisory

tasks?

[J Yes

Remarks: No reported cases.

[CONo | KINA

16.

Is the current hourly rate for reimbursement, sent out
to all commands via Comm-Net from FMS, being

used?

Yes

Remarks: when applicable. Hourly
rate is automated in the Adobe -
Program.

CONo | X N/A

17.

Is a copy of the CHP 735 being retained at the
command and filed?

[ Yes

Remarks: Maintained at host Area.

[ONo | KXIN/A

18.

Is the command utilizing the, optional, CHP 735A to
track cases qualifying for the DUI Cost Recovery

[J Yes

Remarks: Maintained at host Area.

OONo [ [XIN/A

18.

Program?

in the absence of a CHP 735A, how is the command tracking the
Hayward CHP handles the processing of CHP 735s for

the Nimitz Inspection Facility a

DUI Cost Recovery Program?
nd maintains the CHP 735 log,

20.

Are commands using a case monitoring system to
track cases qualifying for the DUI Cost Recovery
Program including the following information in the
monitoring system?

+ Defendant Information

» Violation Information

e Court Information

*  FMS Information

e BAC test results

[ Yes

Remarks: Maintained at host Area.

ONo | KINA

21.

Are cases not resuiting in a conviction within 12
months after submission to the District Attorney
closed out after court verification of case status?

[ Yes

Remarks: No reported cases.

ONo | I NIA

22.

Do closed out cases on the monitoring system have

a line drawn through the Conviction Date and Date to

FMS as well as the reason the case was closed and

[JYes

Remarks: No reported cases

ONo | [KIN/A

>HP 680U (Rev. 02-09) OPI 010
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CHAPTER 8
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date of last follow-up check?

23. Are refunds or overpayments, as a result of ; ks N Hed
erroneous charges, in an amount of = $5.00 being [JYes | [IJNo | [ N/A | Remarks: Noreported cases.

processed by the Department?

24. [s the command reviewing the quarterly reports sent ts: Host Area staff revi

by FMS related to the submission of CHP 735 forms | ] Yes | [] No N/A | Remarks: Host Area staff reviews

. o . , ;o quarterly reports when applicable,

and case status identifying any deficiencies in the
submission and accountability of the DUI Cost

_Recovery Program?
TRty

Remarks: Handled by host Area
when applicable.

25. Is FMS reviewing the CHP 735 forms for
completeness of information and returning deficient KYes | [ONo |[[ONA

forms to the issuing command for corrections?

cHP 680U (Rev. 02-09) OPi 010



STATE OF CALIFORNIA Command: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Nimitz ”_-_ GOiden Gate 8 ‘
COMMAND INSPECTION PROGRAM |2 TS
EXCEPTIONS DOCUMENT Jennifer Manlutac Soieons
Page 1 of 2

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION Total hours expended on the [ Corrective Action Plan Included
[X) Division Level [ Command Level | inspection:
[] Attachments Included

[J Executive Office Level 3

Forward to:

Follow-up Reguired:

Due Date:

[] Yes _

Ispetor‘s Comments Rgardin Innovative Practices:

[ Command Suggestions for Statewide Improvement:

[ Inspector’s Findings:

Nimitz Inspection Facility does not have Reimbursable Services Contract. Nine 2008
COZEEP/MAZEEP reports were inspected, and one report for 2007 was inspected. There is no
COZZEP/MAZEEP reported for 2009. Nimitz Inspection Facility is very efficient and timely in processing
the COZEEP/MAZEEP reports. The procedures in processing the COZEEP/MAZEEP reports were in

compliance with policy.

rCommander’s Response: [J Concur or [J Do Not Concur (Do Not Concur shall document basis for response) ]

Inspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
etc.)
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EXCEPTIONS DOCUMENT Jennifer Maniutac 05/26/09
Page 2 of 2

Corrective Action Plan/Timeline

None.
[_] Employee would like to discuss this report with ~ —COMMANDER'S TGNA URE DATE

the reviewer. . _

(See HPM 8.1, Chapter 8 for appeal procedures.) y S -2 °¢1

N TOR'S SIGNAJTURE DATE
A ~ S -2b-09

[T Reviewer discussed this report with REVIEWER'S SIGNATURE DATE

employee A
] Concur [] Do not concur
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STATE OF CALIFORNIA Command: Division: Number:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Nimitz IF Golden Gate 347
INSPECTION PROGRAM Evaluated by: Date:
CHAPTER 8 Jennifer Manlutac 05/26/09
COMMAND REIMBURSABLE SERVICES Assisted by Qe
Nieves Evangelista 056/26/09

INSTRUCTIONS: Answer individual items with “Yes” or "No" answers, or fill in the blanks as indicated. Any "No" answers, discrepancies
with policy, applicable tegal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section.
Additionally, such discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of
command. Furthermore, the memorandum shall include any foltow-up and/for corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Division Level [J Command Level

[] Office of inspections [] Voluntary Self-Inspection

Lead Inspector's Signature:

=R\,

Follow~up Reired: 0 Follow-Up Inspection ﬂander's ignature: Date:
[JYes No gy, =\ e S-%-e4

For applicable policies, refer to HPM 11.1, Chapter 6. \
FNotet.a NosorN/A%:box s .checked:AheRemarks tsection shall-be:tilized:for.explanati

1. Prior to the performance of services, is the , )

" contracting party informed of the rates charged for [dYes | [ONo | XIN/A E:rﬂ‘rzfc'ﬁor"iﬁi;e/;”r‘:;rsab'e services
services, departmental equipment usage, and '
cancellation policy?

2. Does the billing rate include mileage and other . .
expenses such as uniform or equipment damage? [JYes | [JNo | N/A | Remarks: Noreimbursable services

3, When a safety service is provided to another state , o
agency, is the agency's five-digit billing code [JYes | [ONo |[XN/a | Remarks: Noreimbursable services
obtained?

4. s the billing code documented on the Reimbursable ) _
Services Billing Memorandum? [Yes | [JNo |[X) N/a | Remarks: No reimbursable services

5. 1s $50 charged for each CHP uniformed employee ) _
assigned to the detail if the cancellation notification is | [ Yes | [JNo | [KIN/A | Remarks: Noreimoursable services
less than 24 hours prior to the scheduled service?

6. Is a minimum payment of 4 hours overtime charged . )
when employee(s) could not be notified of the [JYes | [ONo |[QN/A | Remarks: Noreimbursable services
cancellation of their service(s)? '

7. Is information regarding the procedures to obtain , )
necessary right-of-way clearances or permits, local [ Yes | [JNo N/A | Remarks: No reimbursable services
requirements, and other pertinent information made
available to inguiring parties?

8. Are written requests for specific services directed to ) X
the appropriate command? [ Yes [INo | X NA Remarks: No reimbursable services

9. Are traffic control services less than $50,000 ) )
approved by Division? D Yes ] No N/A Remarks: No reimbursable services

10. Are traffic control services estimated to be $50,000 or ) ,
more approved by the Office of the Commissioner? [Jyes | [INo N/A | Remarks: No reimbursable services

11. Are extraordinary protective services approved by the ) .
Assistant Commissioner, Field? [JYes | [CJNo N/A | Remarks: No reimbursable services

CHP 680U (Rev. 02-08) OPI 010
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CHAPTER 8
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12. Is a Reimbursable Services Agreement (RSA) log ) )
number requested from Division for every contract? | [JYes | [JNo [ [X N/a | Remarks: No reimbursable services
13. Is a CHP 465 form completed in accordance with , ,
policy? D Yes D No N/A Remarks: No reimbursable services
14. Are advance payments collected from the contracting ) )
company prior to the start of the service? [JYes | [ONo | [XI N/a | Remarks: Noreimbursable services
15. Is @ CHP 251 prepared and mailed to the contracting ‘ ,
company upon receipt of advance payments? [JYes | [JNo N/a | Remarks: No reimbursable services
16. Is a CHP 467 prepared and submitted to the Fiscal i o
Management Section upon completion of the OYes | [ONo |[XIN/A | Remarks: Noreimbursable services

contractual service(s)?

17. |s a copy of the CHP 465 attached to the weekly
CHP 230, and if applicable, a CHP 168?

e 8:through'3: thi

Remarks: No reimbursable services

[JYes | [INo | XIN/A
PR

TR

18. Is a CHP 466 maintained?

Remarks: No reimbursable services

Jyes | [(IJNo [|[XNA

19. Do RSA numbers begin with the letter "R" to denote
reimbursable services, followed by two digit fiscal [dYes | [INo N/A
year, three digit location code, and a sequential
number for each agreement?

20. Is the CHP 466 closed out at the end of each fiscal
year with a new log implemented on July 1 beginning | [JYes | [ONo | [ Nia | Remarks
with the sequential number 001?

21. Are all sequential numbers accounted for when

Remarks: No reimbursable services

. No reimbursable services

reconciling with the Billing Memorandum? [JYes | [ No N/A | Remarks: No reimbursable services
22. Are sequential numbers not matching Billing . ) .
Memorandums reconciled? [JYes | [INo | X N/A | Remarks: No reimbursable services

23. Is the original RSA signed and filed at Area?

Remarks: No reimbursable services

[JYes | [INo | X N/A

g N/A Remarks: No reimbursable services

24, Does the command proceed with all RSA
arrangements, and if needed, ensure the requestor [JYes | [JNo

has obtained the necessary right-of-way, clearances,
and permits?

25. Is the indemnification clause included in the _ . b i
agreement when requested? [(OYes | [ONo NjA | Remarks: No reimbursable services
26. Is the inclusion of the indemnification clause ) ,
[j Yes D No & N/A Remarks: No reimbursable services _

approved by the Department of General Services,
Office of Legal Services?

27. if the service is over $50,000 per occasion, is a
CHP 78R prepared and submitted to Contract (JYes | [INo | X N/A
Services Unit?

28. Is a copy of the resolution, order, motion, or
ordinance of the local governing body obtained when | [[J Yes | [] No
one of the contracting parties is a county, city, district,
or other local public body?

29. Are dignitary protection services referred to the Office
of Dignitary Protection?

Remarks: No reimbursable services

g N/A Remarks: No reimbursable services

[ Yes "I No N/A | Remarks: No reimbursable services
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30.

Are CHP 312 forms, CHP 313 forms, and CHP 467
forms prepared when a statewide agreement is in
effect?

[1 Yes

O No

N/A

Remarks: No reimbursable services

31

When state agencies are requesting a statewide
agreement, are they referred to Enforcement

= Serwces DIVISIOI’I Fleld Support Section?

[ Yes

[J No

N/A

Remarks: No reimbursable services

32. Isa CHP 230 prepared by the contractmg party when , ‘
fees are collected on the day of the training session? | []Yes | [JNo N/A | Remarks: No reimbursable services

33. Are the original CHP 467 and contract agreement , )
submitted to Fiscal Management Section (FMS) upon | [JYes | [INo | [XI N/A | Remarks: Noreimbursable services
completion of services (other than COZEEP,

MAZEEP, extraordinary protective services, and
special projects) within 5 days?

34. Are copies of CHP 467 forms forwarded to the next , ,
level of review? D Yes D No N/A Remarks: No reimbursable services

35. Is the date when the Billing Memorandum was sent to , )
FMS noted on the Reimbursable Services Control [dYes | [ONo N/A | Remarks: No reimbursable services
Log?

38. Is a copy of the command's Reimbursable Services . ; ,
Control Log forwarded or e-mailed to the Division CJYes | [JNo |[XIN/A | Remarks: Noreimbursable services
Coordinator at the end of each month?

37. Is the Reimbursable Services Control Log verified , : .
with the copies of the Billing Memorandums to ensure | [JYes | [JNo [ [X N/A | Remarks: Noreimbursable services
all reimbursable time has been reported to FMS for
billing purposes?

38. Are outstanding items being inspected and resolved? . )

D Yes D No g N/A Remarks: No reimbursable services

Is a copy of the CHP 467 and CHP 465 submitted to

39, . .
FMS upon completion of extraordinary protective vYes | [INo N/A [fjRemearks: No reimbursable services.
services?

40. Is a reimbursable special project code obtained on _ , ,
every contractual service? [JYes | [INo | [XIN/A | Remarks: No reimbursable services

41. Is the overtime report(s) for reimbursable special _ ] X
project(s) used to reconcile CHP 415 forms for each | []Yes | [JNo | [XIN/A | Remarks: Noreimbursable services
special project?

42. Are the special project codes on the overtime . . ,
report(s) verified to ensure the correct special project | [ Yes | [ No Iy, ) REMSgKes NoEIMBUIEDIc SSrviess
code has been used?

43. Are all corrections noted on the overtime report(s)? i )

D Yes D No x N/A Remarks: No reimbursable services

44, Are overtime reports approved and dated by the ] _ _
commander after reconciling? CYes | [JNo [ [X)N/A | Remarks: Noreimbursable services

45. s the original overtime report(s) forwarded to FMS? ) _

D Yes D No g N/A Remarks: No reimbursable services

48, Is a copy of the overtime report forwarded to Division i ,
by the 10" of the month (except COZEEP/MAZEEP)? | [ Yes | [ No N/A | Remarks: No reimbursable services

CHP 680U (Rev. 02-09) OP! 010
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INSPECTION PROGRAM
CHAPTER 8
COMMAND REIMBURSABLE SERVICES
47. Are all COZEEP/MAZEEP reports forwarded to ve:
Division by the 15" of the month? X vYes | [INo | [JN/A | Remarks:
48. Are all COZEEP/MAZEEP reports approved by ve:
Division and forwarded to FMS by the 30" of the Yes | [(JNo |[JN/A | Remarks:
rmonth?

49. Is a copy of the CHP 71 attached to the overtime T — ,
report(s) when there are reimbursable nonuniformed | [JYes | [ No I, 7| REATE: oy rEimorEa IS Sricas
personnel hours?

50. Is an amendment of service agreement requested Remarks: No reimbureabl .
prior to the fund being depleted, and if necessary,is | [JYes | [JNo [ [ N/a | Remarks: Noreimbursable services
the service discontinued?

i ?

51. Are all payments made directly to FMS? Cves | CINo | g A | Remsrks: No reimbursable senices

52, Does the command require delinqguent companies to Remarks: No reimbursable servi
pay outstanding invoices in full prior to providing any | [J Yes | [TJNo N/A | nemarks: Norel SENgeEs

future services?

CHP 680U (Rev. 02-09) OPI 010




State of California Business, Transportation and Housing Agency

Memorandum

Date: June 10, 2009

To: Golden Gate Division

From: DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
Golden Gate Division

File No.: 365.14402

Subject: CHAPTER 8 INSPECTIONS - SAN FRANCISCO AREA

On May 27, 2009, Golden Gate Division Inspection Team #3; Lt. Shon Harris, Sgt. Braden
Moffett, and SSA Jennifer Manlutac inspected San Francisco Area’s in-house DUI cost recovery
and Reimbursable Services Agreement procedures. The inspection team was assisted by San
Francisco Lt. Dane Lobb, Officer Sue Farrell, Officer Tony Tam, and Officer Michael Sheets.

The inspection team reviewed a random sample consisting of ten percent of Area’s CHP 735s
from the previous 12 months and subsequently made the following findings:

Area processing CHP 735s was inconsistent and unreliable until approximately 3 months before
the mspections. At that time, Lt. Lobb conducted a self-inspection and began to remedy the
problems he observed. Prior to Lt. Lobb’s inspection, Area did not have a system in place to
ensure that a CHP 735 was initiated. All cases in which one was submitted were processed, but
not necessarily within the required time constraints. Area did not have a tracking system in place
other than a file that contained all submitted/pending CHP 735s.

The inspection determined that CHP 415s associated with a CHP 735 did not have the
defendant’s name and the case number indicated on each billable line entry. Additionally, the
total billable time was not indicated in the notes section of the CHP 415s. Accordingly, Area
SOP needs to be further updated to provide specific direction relating to CHP 415 entries.

The Area Commander and Administrative Lieutenant have worked together to develop a plan to
remedy all discrepancies in policy and procedure. Area has provided CHP 735 training to all
sergeants, is now consistently utilizing the CHP 735A, Area SOP relating to DUI Cost Recovery
is in the process of being updated to include more specific instructions and expectations, Area
plans to review the CHP 735 process in detail at an upcoming training day, and Area has
assigned an individual to begin a review of all DUI cases under one year old to confirm that a
CHP 735 was prepared, if applicable, and if not, to address the possibility of initiating the cost
ISCOVEry Process.

Sufetv. Service. and Security



Golden Gate Division
Page 2
June 10, 2009

Ten of San Francisco Area’s 42 Reimbursable Services Agreements were reviewed. Area has an
effective system in place to ensure all RSAs are processed in a timely fashion and in compliance
with policy. Area had one traffic control request that totaled more than $50,000. For an
unknown reason, there was a delay in obtaining written approval from the Office of the
Commissioner. However, after several attempts to obtain approval, Area proceeded with the
detail to avoid adversely affecting allied agencies and private businesses who had a large amount

of resources already devoted to the event.

All exceptions noted in the inspection are in the process of being remedied by the FOO and Area
Commander. It is expected that corrective measures will be in place by July 31, 2009.

ﬁe"'\ \{\J(M/L«A MYo2,

Shon L. Harris
Lieutenant



STATE ('_)F CALIFORNIA "'é‘éann-éH&T'_"‘ e mem vy w3 ! Chap{er ‘
DERPARTMENT OF CALIFORNIA HIGHWAY PATROL San Fréncisco Go|den Gafe 1 8 i
CONMMAND INSPECTION PROGRAM e e e ‘
EXCEPTIONS DOCUMENT Lt ShonHaris | 05/20/09 |
Page 1 of 2

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicaled. Enler the chapler

number of the inspection in the Chapter Inspection number. Under "Forward 10:" enler the next level of command where (he document
shall be routed to and its due date. This document shall be utilized to document innovalive practices, suggestions for stalewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space (s required. s

TYPE OF INSPECTION Total hours expended on the (X Corrective Action Plan Included

Division Level [] Command Level | Mspection:
[] Attachments Included.
[ Executive Office Level 16

Foliow-up Required:

RYes  [JNo

W
It

Chapt

S

er Inspection:
i

inspetor’s Comments Regarding Innovative Practices: e

[‘Command Suggestions for Statewide Improvement: S -

LInspector’s Findings: e B o, . Emm
Until recently, Area did not consistently initiate or track CHP 735s. As such it is quite possible that
cases that meet the criteria for cost recovery have been overlooked. Several CHP 415 line entries
did not include the name of the defendant or case number and the total billable time was not notgd
in the notes section. Multiple billable activities were often included in one CHP 415 line entry but
differentiated on the associated CHP 735.

However, prior to the inspection, the Area Commander and Administrative Lieutenant have worked
together to develop a plan to remedy all of the above observations. On May 6, 2009, Area
provided CHP 735 training to all sergeants. Additionally, Area is now utilizing the CHP 735A, Area
SOP relating to DUI Cost Recovery is in the process of being updated to include more specific
instructions and expectations, Area plans to review the CHP 735 process in detail at an upcoming
training day, and Area has assigned an individual to begin a review of all DUI cases under one ygar
old to confirm that a CHP 735 was prepared, if applicable, and if not, to address the possibility of
initiating the cost recovery process.

[Commander's Response: X Coneur or [1 Do Not Cancur (e Nt Concur shall document basis for response)

CHP GBOA (Rev 02-09) OP1010



STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL “Command: | Bivision T Chapler. o
COMMAND INSPECTION PROGRAM 521 Frandisco | Golden Gate ,..Ag,gi R—
EXCEPTIONS DOCUMENT | Lt. Shon Harris  |osi909 |
Page 2 of 2

inspector's Comments: Shall address non concurrence by commander (€.g., flndlngs Trevised, flndmgs unchanged i
efc.) :

Required Action _

,Crective Actio Plan/Timeline

Area has begun all necessary corrective action and plans to have all measures in place by July 31,

2009. } R et 1S
/} /dﬂ/‘ff‘" //’5/'(_,,\//%‘7‘24_:) A8 S /-'Zd.ﬂf VeSS Tard LR oo w0

e 7] L /:.?-»‘;,”;’r-/'w Goaws BT j’ D065
[: cf-‘/k/’b & P2y A

[J Employee would like lo discuss this report with COM/JDER SSIBNATURE ™"~ " DAT'E'/" e s
{he reviewer. Ay :
(See HPM 9.1, Chapler 8 for appeal procedures.) | e _ S . i_/__ ]

TOR'S S NA'I URE~ "DATE

Reviewer discussed this report with RCVICV‘(ER\Q  SIG AT)URE 1 \ DATE
employee (...,_\l ) Vo @) o

L] Coneur [J Do not coneur N N Y N

CHP GBOA (Rev 02-09) OP1010



STATEE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

CHAPTER 8
COMMAND REIMBURSABLE SERVICES

Page

Command:
San Francisco

Division”

Evalualed by:
Jennifer Manlutac

" Assisted by:
Officer Sue Farrell

Golden Gate

335
“Date. |
05/27/09 |

Dala. [
05/27/09 1

1
F RN i
§

INSTRUCTIONS: Answer individual ifems wilh "Yes" or "No" answers, or fill in the blanks as indicated. Any "No" answers. discrepanciey

with policy,
Additionally, such discrepancies and/or de
command. Furthermore, the memorandum sha

applicable legal slalues, or deficiencies noted in the inspeclions shall be commented on via lhe "Remarks” seclion.
ficiencies shall be documented on an Exceplions Doc
Il include any follow-up and/or correclive aclion(s) laken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient ilems need (0 be re-inspecled.

umen! and addressed to the next level ¢f

TYPE OF INSPECTION

Division Level

[] Office of Inspections

[] Command Level

[] voluntary Self-Inspection

Lead Inspector's Signature:

Follow-up Required:

[]Yes

[] Follow-Up Inspection

No BY:

For applicable policies, refer to HPM 11.1, Chapter 6.

._.,.-55“‘3.....__

—/
5 {2?/;)63

Note: If a "No” or "N/A" box is checked, the "Remarks” section shail be utilized for explanation,

1. Prior to the performance of services, is the

contracting party informed of the rates charged for K Yes | [ONo |[INA REeS

services, departmental equipment usage, and

cancellation policy? o
2. Does the billing rate include mileage and other _

expenses such as uniform or equipment damage? Yes | [JNo | [CIN/A IR EHTIEHS: I
3. When a safety service is provided to another state o

agency, is the agency's five-digit billing code Yes | [INo | [JN/A | Remarks:

obtained? - I
4. s the billing code documented on the Reimbursable

Services Billing Memorandum? Yes | [ONo | [INA | Remertks: @
5. |s $50 charged for each CHP uniformed employee _

assigned to the detail if the cancellation notification is | X Yes | [ No [ N/A | Remarks

iess than 24 hours prior to the scheduled service? = s
6 s a minimum payment of 4 hours overtime charged o

when employee(s) could not be notified of the Yes | [INo | [JN/A | Remarks:

cancellation of their service(s)? e .
7. Is information regarding the procedures to obtain _

necessary right-of-way clearances or permits, local Yes | [OJNo |[JN/A | Remarks

requirements, and other pertinent information made

available to inquiring parties? ORI N
8 Are written requests for specific services directed to )

the appropriate command? K Yes | [INo | [INA | Remens e
9. Are traffic control services less than $50,000

approved by Division? RYes | [INo [[JNA|Remaks .
10. Are traffic control services estimated to be $50,000 or _ B emalis ATES hEGTETETEEnEE! Gt

more approved by the Office of the Commissioner? Clves | BINo | [INA | o000 and sought approval multpie

umes wilhoul receiving a responsgy
before the detaibegan

CHP 680U (Rev. 02-09) OP! 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

CHAPTER 8
COMMAND REIMBURSABLE SERVICES

Page

20f4

Is a Reimbursable Services Agreement (RSA) log

12.
number requested from Division for every contract? Yes | [INo | [JN/A | Remarks:

13. Is a CHP 465 form completed in accordance with
policy? K Yes | [INo |[INA Remarks:

14. Are advance payments collected from the contracting _
company prior to the start of the service? Yes | [ONo | [JN/a | Remarks:

15, Is a CHP 251 prepared and mailed to the contracting _
company upon receipt of advance payments? Yes | [JNo | [JN/a | Remarks:

16. Is a CHP 467 prepared and submitted to the Fiscal ‘
Management Section upon completion of the K Yes | [ONo |[JNA | Remarks:
contractual service(s)?

17. Is a copy of the CHP 465 attached to the weekly , .
CHP 230, and if applicable, a CHP 1697 [ Yes No | ([JN/A | Remarks: Wil be working towards

s a CHP 466 maintained?

18.
& Yes D NO D N/A Remarks:
19. Do RSA numbers begin with the letter “R" to denote i
reimbursable services, followed by two digit fiscal XK Yes | [INo |[JN/A | Remarks:
year, three digit location code, and a sequential
number for each agreement?
20. Is the CHP 466 closed out at the end of each fiscal ,
year with a new log implemented on July 1 beginning Yes | [ONo | [JN/A | Remarks:
with the sequential number 0017
21. Are all sequential numbers accounted for when )
reconciling with the Billing Memorandum? Yes | [ONo | [JN/A | Remarks:
22. Are sequential numbers not matching Billing .
Memorandums reconciled? [JYes | [INo | [ N/A | Remarks: The numbers all matched.
23. Is the original RSA signed and filed at Area? _ ies of CHP 465 are
l:l Yes No D N/A ?Igg‘:trﬁeg gzre preflious policy.
24. Does the command proceed with all RSA )
arrangements, and if needed, ensure the requestor Yes | [INo | [JN/A | Remarks:
has obtained the necessary right-of-way, clearances,
and permits?
25. |s the indemnification clause included in the ,
agreement when requested? X Yes | [INo | [JN/A | Remarks: When necessary
26. Is the inclusion of the indemnification clause )
approved by the Department of General Services, X Yes | [JNo | [JN/A | Remarks: When necessary
Office of Legal Services?
27. If the service is over $50,000 per occasion, is a )
CHP 78R prepared and submitted to Contract Yes | [INo |[JN/A | Remarks:
Services Unit?
28. Is a copy of the resolution, order, motion, or . Newly lmpl g
ordinance of the local governing body obtained when | [1Yes | [JNo | [ N/A | Remarks: Newlyimpiemente

one of the contracting parties is a county, city, district,
or other local public body?

CHP 680U {Rev. 02-09) OP| 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
CHAPTER 8

COMMAND REIMBURSABLE SERVICES

28. Is a copy of the resolution, order, motion, or

Services Division, Field Support Section?

ordinance of the local governing body obtained when | [Xl Yes | [] No CINIA
one of the contracting parties is a county, city, district,
or other local public body?
20. Are dignitary prolection services referred to the Office
of Dignitary Protection? X Yes | [ONo | [INA,
30. Are CHP 312 forms, CHP 313 forms, and CHP 467
forms prepared when a statewide agreement is in Yes | [INo | LIN/A
effect?
31, When state agencies are requesting a statewide T
agreement, are they referred to Enforcement R Yes | [[JNo | [IN/A

Page 3of4

Remarks

Remarks.

Remarks.

Remarks

Questions 32 th rqug_h_&& pertain to’ training agreement procedures a

nd reporting for services provided.

32. Is a CHP 230 prepared by the contracting party when

fees are collected on the day of the training session? | [JYes | [JNo X N/A {f;gﬁ;‘fcgg;gwf”°'_p:°°ess
33. Are the original CHP 467 and contract agreement
submitted to Fiscal Management Section (FMS) upon Yes | [JNo |[JN/A | Remarks
completion of services (other than COZEEP,
MAZEEP, extraordinary protective services, and
B special projects) within 5 days? I P )
34. Are copies of CHP 467 forms forwarded to the next
level of review? Yes | [ONo | [JN/A | Remaks
35. |s the date when the Billing Memorandum was sent to
FMS noted on the Reimbursable Services Control ves | [INo | [N | Remarks:
Log? I T—
36. Is a copy of the command's Reimbursable Services )
Control Log forwarded or e-mailed to the Division Yes | [ No |[INA | Remarks:
Coordinator at the end of each month? | o - .
37 |s the Reimbursable Services Control Log verified
with the copies of the Billing Memorandums to ensure | [X] Yes [JNo | [JnrA | Remarks'
all reimbursable time has been reported to FMS for
billing purposes? - e
38. Are outstanding items being inspected and resolved?
[:] Yes D No . N/A Remarks. Area does not have any

outslanding llems

Questions 39 th rough 52 pertam to extraordmary protective services and report of overtime hours for reimbu rsabie
Speclal prclnhfﬂ -:"-‘.','-:- ¥

39, Is a copy of the CHP 467 and CHP 465 submitted fo

Remarks. Area does not process

Eé\/rljclgz%n completion of extraordinary protective (OvYes | CINo | DINA | O aordinary protective services
40. Is a reimbursable special project code obtained on

every contractual service? Yes | [INo | [INA kot S R
41, (s the overtime report(s) for reimbursable special

project(s) used to reconcile CHP 415 forms for each K Yes | [(ONo | [CJNA Rzt

special project? A B R
42 Are the special project codes on the overtime X

report(s) verified to ensure the correct special project M vyes | [No | CINA il

code has been used? N . i
43. Are all corrections noted on the overtime report(s)?

| Ryes | CiNo |CItua [ReMIF oo

CHP 680U (Rev. 02-08) OP1 010
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DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
CHAPTER 8
COMMAND REIMBURSABLE SERVICES

44. Are overtime reports approved and dated by the 3 .
commander after reconciling? % Yes | [JNo D._NfA S—

45, s the original overtime report(s) forwarded to FMS? o
Yes D No D N_/A rfemarks.

46. |s a copy of the overtime report forwarded to Division _
by the 10" of the month (except COZEEP/MAZEEPR)? | [ Yes | [INo | [JN/A Remams,
47. Are all COZEEPI/MAZEERP reports forwarded to

Division by the 15" of the month? X vYes | [JNo | [N/ |Remaks: .
48. Are all COZEEP/MAZEEP reports approved by L

Division and forwarded to FMS by the 30" of the Yes | [INo |[JN/A | Remarks
month? | I —————— it n e

49. Is a copy of the CHP 71 attached to the overtime
report(s) when there are reimbursable nonuniformed | [J Yes | [CJNo
‘personnel hours? o

50. Is an amendment of service agreement requested i T —
F}:Lorséc;vtiréz guirs’ngot;%i;\uge%%pleted, and if necessary, is | [1Yes | [OINo | BINIA | Somate et sitvation

51. Are all payments made directly to FMS?

Remarks: No reimbursable
4 N/A ;
nonuniformed overtime

[ Yes | [No | [JN/A | Remars:

%2 Does the command require delinquent companies to e ——
pay outstanding invoices in full prior to providing any (OvYes | [ONo | XIN/A ?;;";;nz . ﬁ:nm?;lemm now il a
future services?

CHP 680U {Rev. 02-09) OPI 010
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STATE OF CALIFORNIA i i -y Chapter

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL [ Command. | i
COMMAND INSPECTION PROGRAM San Francisco GoldenGate, 1S .. ... |
EXCEPTIONS DOCUMENT Jennifer Manlutac 05/28/09 |
Page 1 of 3

INSTRUCTIONS: This document shall be typed. Check appropriale boxes as necessary, ot fill in the blanks as indicated Enier the chapler
number of the inspection in the Chapter Inspection number. Under “Eorward to:" enter he next level of command where the document -
shall be routed 1o and its due date. This document shall be utilized to document innovative praclices, suggeslions for statewide
improvement, identified deficiencies, correclive action plans. A CHP 51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION Total hours expended on the [] Corrective Action Plan Included

Division Level [ Command Level | InSPection:
8 [J Attachments Included

[ Executive Office Level

Follow-up Required: Forward to:

No Due Date:

Al Ay

| Chapter Ins

pection.

s sl CRcth AR L AR A i B B T e ARlreaNy
Inspector's Comments Regarding Innovative Practices:

| Command Suggestions for Statewide Improvement;

[Inspector's Findings: ) N
Ten of Area's 42 reimbursable services contracts initiated between May 2008 and May 2009 were
inspected. Area's overtime coordinator also coordinates all reimbursable services contracts. She
communicates often with the administrative lieutenant and is supported by a well-trained clerical *
staff. All inspected contracts and associated documents were in order and prepared per policy with
a single technical exception.

Area received and processed a request for traffic control services at a movie detail that totaled
more than $50,000. Area submitted multiple requests for approval to the Office of the
Commissioner as required, but did not receive a response before the deadline. The decision wag
made to go ahead with the detail due to the extensive number of allied agencies, resources, and
other support personnel who were in place and prepared to proceed.

‘Commander's Response: [ Concur or [] Do Not Concur (Do Nol Concur shall _cmgmcntbaglsforr%pon%_ej_

CHP G8OA (Rev 02-08) OP1010



STATE OF CALIFORNIA i i R T
DERPARTMENT OF CALIFORNIA HIGHWAY PATROL Gommpnts. Qreising: [ Chapter ;
CONMAND INSPEGTION PROGRAM | S2n Francisco | Golden Gate 18 ...
EXCEPTIONS DOCUMENT Jennifer Manlutac e ‘
Page 2 of 3

Inspector's Comments: Shall address non concurrence by commander (e.g., fmdmgs revused fmdmgs unchanged !

etc.) B

emred Actton

CorrectlvectlonPIanlemehne

"] Employee would like to discuss this report with COMMANDER'S SIGNATURE TVDATE T
the reviewer, ‘9 (; ‘_{ o - .
(See HPM 9.1, Chapter 8 for appeal procedures.) XK}W" A ‘ - 5 / 4?'/0‘;? o
INSP S SIGNATURE DATE s

% . S-29-09

[T Reviewer discussed this report with REViqwrfR*s SIG h‘I‘HRE ( j’ T DATE -
employee \ v .
[C] Coneur ("] Do not concur M " “~»- ————— mstmmere E’_ o 3 _ .

CHP 68DA (Rov 02-08) OP1 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3 of 3

[ Command: Divsion' e

San Francisco | Golden Gate l 8 n
Inspecled by: “Date.

Jennifer Manlutac 05/28/09
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STATE OF CALIFORNIA Command: Division: Number:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL San Francisco | Golden Gale 335 .
INSPECTION PRO Evalualed by: Date.
Assisted by: Date
COMMAND DUI COST RECOVERY Sgt. Braden Moffitt 05/29/09

Page 1ofd

INSTRUCTIONS: Answer individual items with "Yes" or “No” answers, or fill in the blanks as indicaled. Any “No” answers, discrepancies

with policy, applicable legal statues, or deficiencies noted in the inspections shall be commenled on via the "Remarks” section.

Additionally, such discrepancies and/or deficiencies shall be documenled on an Exceptions Document and addressed to the next level pf
command. Furhermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Folloy-
up Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected .

Lead Inspeclor's Signalurg’

TYPL: OF INSPECTION

X Division Level [T] Command Level (%Q LL .

(] Office of Inspections (] Voluntary Self-Inspection S g
Follow-up Required: [J Follow-Up Inspection | Commanders Signature. o -
Yes [1No BY: ,!i{w =t $/29 /o i

For applicable policies, refer to HPM 11.1, Chapter 20.

Note: If a "No" or “N/A” box is checked, the "Remarks” section shall be utilized for explanation. L

1.

Does the command have sufficient procedures to .
ensure that a CHP 735, Incident Response K Yes | [ONo |[[JNA | Remarks:

Reimbursement Statement, is prepared for each
arrest that meets the cost recovery criteria? —

What are these procedures? o
The preparation of a CHP 735 has been inconsistent historically. Particularly in cases not involving a collision (ie: ¢

“Be On the Lookout” broadcast). If one of the Area court officers observed that a CHP 735 was not attached to a DUI
report, he requested a completed form from the arresting officer and/or the arresting officer's supervisor. However,
no further follow-up was conducted.
However, Area has recently began to put extensive corrective measures in place to include revision of the Area SQP.
training road patrol officers, sergeants, court officers, and clerical staff. As of approximately 04/15/09. area sergeants
require a CHP 735 be attached to all applicable DUI arrest reports without exception. The applicable court officer
then makes an entry into the CHP 735A log which creates an efficient and effective tracking/suspense system

Timely follow-up is conducted as needed (BAC results and/or conviction status).

Does the command have a specific employee(s) R T
{ o = emarks. 0 Cou C O
assigned to process all CHP 735 forms? Yes | [INo | CINIA | o lemmed employee

If the answer to question 3 of this checklist is yes, is
the responsibility of processing all CHP 735 forms X yes | []No
listed in their job description or any other document? ——

D N/A Remarks Area SOP

CHP 680U (Rev. 02-09) OPI1 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

CHAPTER 8
COMMAND DUI COST RECOVERY

Page

2 of 4

Are all CHP 735 forms forwarded to Fiscal
Management Section (FMS) properly with completed
criteria in either Section A or Section B of the form?

X Yes

"] No

[ N/A

Remarks:

Does the command have a suspense system in place

to facilitate notification of a conviction involving cases

meeting the requirements of the Driving Under the

Influence (DUL) Cost Recovery Program? This would

involve cases where the following criteria applies:

» A Blood Alcohol Content (BAC) under .08%

e A chemical test is positive for drugs only

» There is no supporting BAC test of drug test (i.e.,
a refusal)

X Yes

[J No

(I N/A

Remarks.

Are CHP 735 forms completed based on the criteria

of Section A of the form being forwarded to FMS

within ten business days from one of the following

dates?

o The date of BAC results of =.08% were received

¢ The date of BAC results of =.04% were received
for & commercial driver

X Yes

L) No

) NIA

Remarks

Are CHP 735 forms completed based on the criteria

of Section B of the form being forwarded to FMS

within ten business days from being notified of a

conviction of California Vehicle Sections 23152 or

23153, or greater offence as a result of one of the

following?

e The person arrested refused to provide a
chemical test

e The arrest was for drugs only

» A BAC of <.,08% was obtained

X Yes

[dNo

[ N/A

Remarks

Is the Itemized Staff Hours section of the CHP 735
completed as required in Highway Patrol Manual
11.1, Administrative Procedures Manual, and
includes hours for all employees assigned to the
incident?

Yes

(I No

LI N/A

Rematks:

10.

(f the person arrested is transient, is the case being
entered into the CHP 735A, Case Log-DUI Cost
Recovery Program, without forwarding the CHP 735

to FMS?

Yes

[J No

CINA

Remarks’

1.

Are staff hours involved in the incident recorded on
the CHP 735 to the nearest ten minutes?

Yes

[J No

I NIA

Remarks:

12.

Do the total number of staff hours charged on the
CHP 735 agree with the appropriate CHP 415, Daily
Field Record?

X Yes

[ No

[ N/A

Remarks:

CHP 680U (Rev. 02-08) OF1 010
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DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

CHAPTER 8
COMMAND DUI COST RECOVERY

Page 3ofd

13. Does the Notes portion of the CHP 415 indicate the

billable DUI time when the CHP 415 includes more
than one activity?

[ Yes

X No

[ N/A

Remarks: Correclive action being
taken.

14.

Are the staff hours incurred by members of the
Department for the following activities associated with
an incident meeting the criteria for DUI cost recovery
included in the CHP 7357

e Response Time

Cn-Scene Investigation

Follow-up Investigation

Report Writing

Vehicle Storage

Call Back

Field Sobriety Testing

Transportation

Booking

Chemical Testing

Traffic Control

& ves

[ No

I N/A

Remarks.

15.

Are the staff hours for officers-in-charge, sergeants,
lieutenants, or captains listed on the CHP 735 for
time spent performing the activities listed in question
12 of this checklist and not exclusively supervisory
tasks?

X Yes

[7] No

[ N/A

Remarks.

16.

Is the current hourly rate for reimbursement, sent out
to all commands via Comm-Net from FMS, being
used?

X Yes

[ No

(I N/A

Remarks:

17.

Is & copy of the CHP 735 being retained at the
command and filed?

X Yes

[1No

[ N/A

Remarks:

18.

Is the command utilizing the, optional, CHP 735A to
track cases qualifying for the DUI Cost Recovery
Program?

X Yes

(I No

CIN/A

Remarks: Historically used _
sporadically. Area has implemenigd

effective corrective measurcs

18.

In the absence of a CHP 735A, how is the command tracking the DUI Cost Recovery Program?

20.

Are commands using a case monitoring system to
track cases qualifying for the DUI Cost Recovery
Program including the following information in the
monitoring system?

» Defendant Information

Violation Information

Court Information

FMS Information

BAC test results

X Yes

[J No

I NA

Remarks Area currenlly uses the
CHP 735A to lrack pending cases

CHP 680U (Rev. 02-09) OPI 010
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Page 4 of 4

21.

Are cases not resulting in a conviction within 12
months after submission to the District Attorney
closed out after court verification of case status?

[]Yes

(] No

P4 N/A

Remarks. No cases currenlly on lie
meet this cnileria

22.

Do closed out cases on the monitoring sysiem have
a line drawn through the Conviction Date and Date to
FMS as well as the reason the case was closed and
date of last follow-up check?

[ Yes

[ No

& N/A

Remarks.

23.

Are refunds or overpayments, as a result of
erroneous charges, in an amount of = $5.00 being
processed by the Department?

X Yes

[JNo

L] N/A

Remarks.

24.

Is the command reviewing the quarterly reports sent
by FMS related to the submission of CHP 735 forms
and case status identifying any deficiencies in the
submission and accountability of the DUI Cost
Recovery Program?

X Yes

I No

[J N/A

Remarks:

Question 25 pertains to Fiscal Management Section.

25,

Is FMS reviewing the CHP 735 forms for
completeness of information and returning deficient
forms to the issuing command for corrections?

X Yes

(I No

(] N/A

Remarks

CHP 880U (Rev. 02-09) OPI 010



State of California Business, Transportation and Housing Agency

Memorandum

Date: June 26, 2009

To: Golden Gate Division

From: DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
Golden Gate Division

File No.: 301.13154

Subject: CHAPTER 8 INSPECTIONS — SAN JOSE AREA

On June 11, 2009 and June 19, 2009, Golden Gate Division Inspection Team #1; Lieutenant
Dane Lobb, Sergeant Jim Libby and AGPA Tina Cook, conducted a Division level inspection.
The inspection team utilized the guidelines found in Chapter 8 of HPM 22.1, for this inspection.
Furthermore, the team used a CHP form 680U for the inspection. The goal of the inspection was
to determine the level of compliance with CHP policy found in Chapter 6 of HPM 11.1,
reimbursable services agreements (RSA’s) and in Chapter 20 of HPM 11.1 the DUI cost recovery
program. AGPA Cook inspected the records and procedures used by the San Jose Area for
RSA’s. Sergeant Libby reviewed the procedures and inspected the records for San Jose Area’s
DUI cost recovery program. The inspection team was assisted by San Jose Area personnel who

provided requested records.

The inspection team reviewed a random sample consisting of ten percent of Area’s CHP 735s
from the previous 12 months and subsequently made the following findings:

This inspection found that Area had failed to forward nine of 33 cases to FMS within the
required 10-day period. Area did not initially uses a CHP 735A to track cases but during the
inspection process prepared and completed a 735A. The local Office of the District Attorney did
not provide Area with the adjudication of cases in a timely manner making it difficult to
determine the outcome of a qualifying case. The Area Administrative Sergeant oversees the 735
program and the management team provides oversight and review. All personnel involved in the
tracking of these events have a clear understanding of policy, the process and the deadlines.

Safety, Service, and Security

CHP 51WP (Rev. 11.86) OPI 076



Golden Gate Division
Page 2
June 26, 2009

30 Reimbursable Services Agreements were reviewed. Area has an effective system in place to
ensure all RSAs are processed in a timely fashion and in compliance with policy. Minor errors
were noted as outlined on the attached spreadsheet. Errors found during the inspection were
typically data entry omissions. These errors did not have an impact on the processing of the

agreements.

The discrepancies found during this inspection were reviewed and discussed with the Command
The Command has initiated appropriate corrective procedures to minimize a reoccurrence.
' 7

A

o

i

. 1
' LEEAN i
- A ’.

\‘ v I." L .
ane Lobb
Lieutenant

Attachments



State of California Business, Transportation and Housing Agency

Memorandum

Date: August [1, 2009

To: Golden Gate Division

From: DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
San Jose Area

File No.: 340.11167.12719

Subject: CHAPTER 8 EXCEPTIONS

As a result of the recent Chapter 8 inspection conducted by Golden Gate Division, the San Jose
Area has instituted the following corrective action:

CHP 735 will be tracked via a CHP 735A form. The CHP 735A form will be cross-referenced
with data obtained from the Area Information System to ensure completeness. The CHP 735A
form and Area Information System will be reviewed periodically by Area management. The
Area administrative sergeant will verify CHP 735 forms for completeness and accuracy when
compared to submitted CHP A415 forms. Field sergeants and officers have received training at
briefings and staff meetings regarding completion of CHP 735 forms.

The San Jose Area Reimbursable Services Coordinator and Supervisor are fully aware of the
requirements of forwarding the reimbursable services log to Golden Gate Division as required by
policy. The administrative sergeant has a “suspense” file in place to provide verification.

If you have further questions, please contact myself or Lieutenant Spencer Boyce at (408) 467-
5400.

Thank you for your continuing support.

, /}” I
ﬁi{(/ﬂ’m{

WQLYNE,; Taptain
Commander

Safety, Service, and Security

CHP 51WP (Rev 11-86) OPI 076



STATE OF CALIFORNIA Commang: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Santa Rosa Golden Gate 8
COMMAND INSPECTION PROGRAM | Santa e 5t
EXCEPTIONS DOCUMENT J. Libby 06/10/2009

Page 1 of 2

INSTRUCTIONS: This document shall be typed. Check appropriale boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

| rYPEOFINSPECTION | Total hours expended onthe | [J Corrective Action Plan Included
[X] Division Level [J Command Level | Inspection:
£ . X Attachments Included

[J Executive Office Level

Forward to:

Follow-up Required:

[]ves  INo

Due Date:

Chptr Inspection:

Inspector's Comments Regrding Innovative Practices:
The Lieutenant reviewing and signing CHP 735's will reduce the amount billed on the CHP 735 if the

time spent on the DUI investigation is excessive.
The Santa Rosa Area will send memoranda out to Officers who have transferred out, yet still need to

submit either CHP 415’s or CHP 735's.
[ Command Suggestions for Statewide Improvement: |
Santa Rosa Area has suggested a fixed rate for reimbursement for CHP 735’s. This amount would be a

guideline and could be adjusted for unusual circumstances.
Currently, there is no AIS entry which allows for tracking of non-collision DUI arrests which meet the
criteria for Cost Recovery. |

[ Inspector's Findings:
An Inspection of procedures for the completion and submission CHP 735's was conducted on June 10,

2009. The inspection examined 26 of the 260 events requiring a CHP 735. The Area Management
team and court officer understand the proper procedures involved in the processing of CHP 735's,

Area utilizes a CHP 735A to ensure the proper and timely submission of CHP 735's.

10. There have been no reported arrests of transients.
23. Area does not process CHP 735 overpayments.

|

| Commander's Response: [X Concur or [J Do Not Concur (Do Not Concur shall document basis for response)

CHP 6B0A (Rev. 02-09) OPI 010



SEAEOHC A O Command; Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL San Jo'se Golden Gate 8
COMMAND INSPECTION PROGRAM ~ |-2an Jose S
EXCEPTIONS DOCUMENT Jim Libby 06/19/2009
Page 1 of 2

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized 1o document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

| TvPE oF iNsPECTION Total hours expended on the [] Corrective Action Plan Included

[X) Division Level [] Command Level | inspection:
16 Attachments Included

[J Executive Office Level

Follow-up Required: Forward to:

[ ves X No

Due Date:

Inspector's Comments Regarding Innovative Practices;

R)ommand Suggestions for Statewide Improvement:
Currently, there is no AlS entry which allows for tracking of non-collision DUI arrests which meet the

criteria for Cost Recovery.

[ Inspector's Findings:

An Inspection of procedures by the San Jose Area for the completion and submission CHP 735's was
conducted on June 19, 2009, and June 23, 2009. The inspection examined 33 of the 337 events which
required the preparation of a CHP 735. The Area Management team, Administrative Sergeant and

Clerical staff understand the proper procedures involved in the processing of CHP 735's.

Prior to the June 19, 2009, inspection Area did not utilize the CHP 735A for tracking. Area initiated the
use of the CHP 735A and has put necessary follow-up procedures into place to track CHP 735
submissions. Area has provided training via briefing items to officers, supervisors, and clerical staff on
CHP 735 tracking and submission procedures. Management has follow up procedures in place to

ensure the proper and timely submission of CHP 735's.

10. There have been no reported arrests of transients. i
13. The billable DUI time is highlighted on the CHP 415,

14. Response time is not consistently included in the CHP 735.

19. The Area uses updated AlS printouts to track the DUI Cost Recovery Program.

23. Area does not process CHP 735 overpayments.

| Commander’'s Response: Concur or [[] Do Not Concur (Do Not Concur shall document basis for response)

CHP 680A (Rev. 02-09) OF1 010



D EPARTUENT OF GALIFORNIA HIGHWAY PATROL g mimans: Biviston; g“apte“
COMMAND INSPECTION PROGRAM  |-52n Jose ColdenGate 13-
EXCEPTIONS DOCUMENT Jim Libby 06/19/2009

Page 2 of 2

Inspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
|_etc.)

Required Action
None noted.

Corrective Action Plan imeline “

None required.

[ TJ Employee would like to discuss this report with | COMMANDER'S SIGNATURE” DATE
the reviewer. e s /
(See HPM 9.1, Chapter 8 for appeal procedures.) P S .yl 7 / 30 /U q
INSPECTOR'S y@w IRE DATE
f /oo b
{ | Reviewer discussed this report with REVIEWER'S SIGNATURE DATE
employee
[] Concur [C] Do not concur

CHP 680A (Rev. 02-03) OPI 010



STATE OF CALIFORNIA Command: Division: Number:
DEéAiTOMENT OF EALIFORNIA HIGHWAY PATROL San Jose Golden Gate 340
INSPECTION PROG M Evaluated by . Date:
CHAPTER 8 RA Sergeant J. Libby 06/19/2009
Assisted by: Date:
EOMIED BULEOST RECEVERY Lieutenant D. Lobb 06/19/2009

Page 10f3

INSTRUCTIONS: Answer individual items with “Yes" or “No” answers, or fill in the blanks as indicated. Any “No” answers, discrepancies
with policy, applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section.
Additionally, such discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of
command. Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow=
up Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

P

_ 1
TYPE OF INSPECTION Lead Inspeelot's Signalure;
X Division Level [ Command Level ;
S N e
[] Office of inspections [] Voluntary Self-Inspection L
Follow-up Required: [ Follow-Up Inspection | Commanders §igra_lure: Date:
[1Yes e BY: UL R :

For applicable policies, refer to HPM 11.1, Chapter 20.

/

’

Note: If a "No” or "N/A" box is checked, the ‘Remarks” section shall be utilized for explanation.

1.

Does the command have sufficient procedures to
ensure that a CHP 735, Incident Response
Reimbursement Statement, is prepared for each
arrest that meets the cost recovery criteria?

Yes

[ No

L N/A

Remarks:

2.

Each arrest report is accompanied by a tracking sheet which indicates whether or not a CHP 735 is required, ‘anq has been
completed. The shift Sergeant reviews each arrest report to ensure each report meeting the cost recovery criteria has a CHP
735 completed. The Administrative Sergeant reviews the CHP 735's and ensures they are completed properly.

What are these procedures?

3. Does the command have a specific employee(s) .
assigned to process all CHP 735 forms? Yes | [ONo |[[]JN/A | Remarks:
4. [l the answer to question 3 of this checklist is yes, is _
the responsibility of processing all CHP 735 forms Yes | [INo |[[JN/A | Remarks:
listed in their job description or any other document?
6. Areall CHP 735 forms forwarded to Fiscal .
Management Section (FMS) properly with completed Yes | [ONo | [JN/A | Remarks:
criteria in either Section A or Section B of the form?
6. Does the command have a suspense system in place
to facilitate notification of a conviction involving cases | X Yes | [JNo | [JN/A | Remarks: The Area Court

meeting the requirements of the Driving Under the

Influence (DUI) Cost Recovery Program? This would

involve cases where the following criteria applies:

¢ A Blood Alcohol Content (BAC) under .08%

¢ Achemical test is positive for drugs only

¢ There is no supporting BAC test of drug test (i.e.,
a refusal)

Officer obtains either a court
filing or rejection for
prosecution, and forwards this
information to the
Administrative Sergeant.

CHP 880U (Rev. 02-09) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

CHAPTER 8
COMMAND DUI COST RECOVERY

7. Are CHP 735 forms completed based on the criteria

of Section A of the form being forwarded to FMS Yes | [INo |[JN/A | Remarks:
within ten business days from one of the following
dates?

¢ The date of BAC results of =.08% were received

e The date of BAC results of =.04% were received

for a commercial driver
8. Are CHP 735 forms completed based on the criteria ]

of Section B of the form being forwarded to FMS Yes | [ONo |[JN/A | Remarks:

within ten business days from being notified of a

conviction of California Vehicle Sections 23152 or

23153, or greater offence as a result of one of the

following?

e The person arrested refused to provide a
chemical test

e The arrest was for drugs only

o A BAC of <.08% was obtained

9. Is the itemized Staff Hours section of the CHP 735
completed as required in Highway Patrol Manual XYes | (INo |[INA
11.1, Administrative Procedures Manual, and
includes hours for all employees assigned to the
incident?

Remarks:

10. If the person arrested is transient, is the case being
entered into the CHP 735A, Case Log-DUI Cost [Yes { (ONo N/A | Remarks: There ha\;e been no
Recovery Program, without forwarding the CHP 735 reported arrests of transients.

to FMS?

11. Are staff hours involved in the incident recorded on Remarks:
the CHP 735 to the nearest ten minutes? XYes | [ONo | [OJN/A | Remarks:

12. Do the total number of staff hours charged on the Remarks:
CHP 735 agree with the appropriate CHP 415, Daily Yes | [ONo | [IN/A | Remars:

Field Record?

13. Does the Notes portion of the CHP 415 indicate the Remarks: The billable DUI time is
billable DUI time when the CHP 415 includes more XYes | [ONo | LIN/A mZ?Jfg e e

than one activity?

14. Are the staff hours incurred by members of the I _—
Department for the following activities associated with Yes | [JNo |[JN/A | Remarks:

an incident meeting the criteria for DUI cost recovery
included in the CHP 7357

¢ Response Time
On-Scene Investigation
Follow-up Investigation
Report Writing

Vehicle Storage

Call Back

Field Sobriety Testing
Transportation

Booking

Chemical Testing
Traffic Control

@ 06 ¢ @ 3 ¢ o ® o o
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

CHAPTER 8
COMMAND DUI COST RECOVERY

Page 3of3

15. Are the staff hours for officers-in-charge, sergeants,

lieutenants, or captains listed on the CHP 735 for X Yes | [ONo [[JN/A | Remarks:
time spent performing the activities listed in question

12 of this checklist and not exclusively supervisory

tasks?

16. Is the current hourly rate for reimbursement, sent out _
to all commands via Comm-Net from FMS, being Yes | [OJNo |[JN/A | Remarks:
used?

17. Is a copy of the CHP 735 being retained at the ,
command and filed? KYes | [INo | [IN/A | Remarks:

18. Is the command utilizing the, optional, CHP 735A to ,
track cases qualifying for the DUI Cost Recovery Yes | [INo |[JN/A | Remarks:
Program?

19. In the absence of a CHP 735A, how is the command tracking the DUI Cost Recovery Program?

The area uses updated AlS printouts to track the DUI Cost Recovery Program in addition to the CHP 735A.

20. Are commands using a case monitoring system to
track cases qualifying for the DUI Cost Recovery Yes
Program including the following information in the
monitoring system?
¢ Defendant Information
e Violation Information
e Court Information
e FMS Information
*  BAC test results

[} No

I NA

Remarks:

21, Are cases not resuiting in a conviction within 12
months after submission to the District Attorney Yes
closed out after court verification of case status?

I No

[JN/A

Remarks;

22. Do closed out cases on the monitoring system have
a line drawn through the Conviction Date and Date to | [X] Yes

FMS as well as the reason the case was closed and
date of last follow-up check?

] No

O N/A

Remarks:

23. Are refunds or overpayments, as a result of
erroneous charges, in an amount of = $5.00 being [JYes
processed by the Department?

[ No

&< N/A

Remarks: Area does not process
CHP 735 overpayments.

24. Is the command reviewing the quarterly reports sent
by FMS refated to the submission of CHP 735 forms XYes
and case status identifying any deficiencies in the
submission and accountability of the DUI Cost
Recovery Program?

] No

I N/A

Remarks:

Question 25 pertains to Fiscal Management Section.

25. Is FMS reviewing the CHP 735 forms for
completeness of information and returning deficient [JYes
forms to the issuing command for corrections?

[ No

T N/A

Remarks:

CHP 680U (Rev. 02-09) OP! 010




SAN JOSE AREA

Number of Records Inspected: 10
Inspected Information Yes No N/A  |Remarks
Agency Billing Code included on
CHP 467 for Safety Services to
other state agencies. 10
$50 or 4 hour Cancellation Only one record reviewed indicated cancellation of details and the cancellation time
claimed when appropriate. 1 9 |was claimed as appropriate.
RSA Number present on
Paperwork 10
Two of the records had the CHP and Contractor signatures on separate copies of the
CHP 465 Completed 10 CHP 465, when they should both be on the same copy
Two advance deposits were not obtained one of which was for a public agency, which
Advance Deposit Obtained. 8 1 1__ |was not required at the time of the detail {prior to new policy).
Three CHP 251 were not complete when they should have been. One of the 3 that
CHP 251 completed and mailed were not applicable was when the check was sent to HQ instead of Area so no CHP
to contracting company 4 3 3 |251 was completed.
CHP 467 completed and
submitted to FMS 10
Copy of CHP 465 and, if
applicable, CHP 169 attached to No record of advance deposit in the weekly transmittal for two of the advance deposit
weekly transmittal 5 2 3 |checks obfained.
Copy of resolution, order,
motion or ordinance of local
governing body obtained if
contractor is county, city, district Only one record inspected falls under this policy, but detail was done prior to the new
or other local public body. 1 9  |policy changes of February 2009.
CHP 312 and CHP 313
completed for RSA with state
agency 10 |No records inspected fell under this policy, but Area is aware of this policy.
CHP 467 submitted within 5 _
days 10 All records inspected were submitted within 5 days of the end of the detail.
Original CHP 465 at Area 10 Copies only as per previous policy.
SPC obtained/used for every R-
Number and Statewide Contract| 10




Reconciliation reports used to
reconcile SPCs other than 50,
63, and 633 for RSAs.

10

Area does not currently work any RSAs under codes other than 50 or 63.

Reports signed, dated by
commander and submitted by
10th to FMS

10

R-Numbers on CHP 467s match

numbers on log. 10

_ . Two of the records inspected had copies of permits, but the permit numbers were not
Permits obtained 2 6 2 __[indicated on the CHP 467.
Other remarks:;
COZEEP/MAZEEP Records
Inspected. 20
Inspection Information- Yes No N/A  |Remarks
SPC Used for OT 20
$50 or 4 hour cancellation
claimed when appropriate. 16 4
Recongcilation report reconciled
with 415s 20
SPCs verified 20
Corrections noted on
Reconcilation Reports 20
Reconciliation reports approved
and dated by by Commander. 20

Half of the records inspected were signed and submitted to Division after the 15th of

Original forwarded to Division by the month. This was most likely due to repeated extensions of cut-off for time
15th. 10 10 keeping, which causes the reports to print later in the month than they should.




S AT EEREAHEOIOR Command: Division: Chapter:,
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL SEm Joée Gol dén Gate 8
COMMAND INSPECTION PROGRAM [ 220+2%¢ S
EXCEPTIONS DOCUMENT Tina Cook 6/11/2009

Page 1 of 2

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

| TYPEOFINSPECTION | Total hours expended on the [[1 Corrective Action Plan Included |
Division Level [ Command Level | inspection:
8 (J Attachments Included
[0 Executive Office Level
Forward to:

Follow-up Required:
[] Yes B No

Chapter Inspection: - "

Due Date:

Inspector's Comments Regarding Innovative Practices:

[ Command Suggestions for Statewide Improvement:

[ Inspector's Findings:

Twenty of the Area’s 42 reimbursable services contracts initiated between May 2008 and May 2009
were inspected.

Inspection checklist item 3 Is not applicable. No records reviewed fell under this policy. Area is

aware of this requirement
Inspection checklist item 4 Is not applicable. No records reviewed fell under this policy. Area is

aware of this requirement '
Inspection checklist item 7 Area indicates that contractors already know this information when

they contact the Area.
Inspection checklist item 10 and 11 does not apply. Area is working on one at this time, but it

has not been approved at the final level.

Inspection checklist item 15 Three CHP 251's were not completed when they should have
been. One of the 3 which was not applicable was when the check was sent to HQ instead of
Area and for that reason no CHP 251 was completed.

Inspection checklist item 17 No record of advance deposit in the weekly transmittal for two of
the advance deposit checks obtained and one check was sent directly to HQ by the contractor.
Inspection checklist items 25 and 26 are not applicable because there were not qualifying
contracts.

Inspection checklist item 30 Is not applicable. No Statewide agreements used.

Inspection checklist item 31 Is not applicable. No request have been made.

Inspection checklist item 32 Is not applicable. No training sessions conducted.

Inspection checklist item 36 : Copy of log is not being sent to Division. This policy was just

instituted in February 2009

CHF 680A (Rev. 02-08) OPI 010



STATE OF CALIFORNIA Command: Division: Chapler:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL San Jose Golden Gate 8
COMMAND INSPECTION PROGRAM | 220005 S
EXCEPTIONS DOCUMENT Tina Cook 6/11/2009
Page 2 of 2

Inspection checklist item 39 Is not applicable. No protection details conducted
Inspection checklist items 45-46 Are not applicable No SPCs used for RSAs other than 63, 50,

and COZEEP/MAZEEP. o L .
_Inspection checklist item 47 Half of the reports were submitted late to Division, more than likely

 because of repeated extensions of cut-off for timekeeping.
Inspection checklist items 48-50 Are not applicable No SP

and COZEEP/MAZEEP.
Inspection checklist item 52 Area is not aware of delinquent companies.

Cs used for RSAs other than 63, 50,

[ Commander’s Response: [X Concur or [] Do Not Concur (Do Not Concur shall document basis for response) |

Wspector’s Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,

|_etc.)

Corrective Action PanfT imeline

None required.

e
DATE )

- ‘ yee ?’/S‘d /oj
INSPECTOR'S 816
nig

DATE
ik 2 fo s

[_] Reviewer discussed this report with REVIEWER'S SIGNATURE DATE
employee 5 \_A/”________ f
. J0/09
! (

[ Concur (] bo not concur

[_] Employee would like to discuss this report with COMMANDER;S-SIGNATL
the reviewer. —_ I,f
(See HPM 9.1, Chapter 8 for appeal procedures.) ”

-
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STATE OF CALIFORNIA Command: Division: Number:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL San Jose Golden Gate 340
|NSPECTION PROG RAM Evaluated by: Date:
CHAPTER 8 Tina Cook, AGPA 6/11/09
COMMAND REIMBURSABLE SERVICES Assisted by: Date:

INSTRUCTIONS: Answer individual items with "Yes” or “No” answers, ot fill in the blanks as indicated. Any "No” answers, discrepancies
with policy, applicable legal statues, or deficiencies noted in the inspections shall be comimented on via the “Remarks” section.
Additionally, such discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of
command. Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

i

TYPE OF INSPECTION

X Division Level

[] Office of Inspections

[[] Command Level

[] Voluntary Self-Inspection

=
Lead Inspector's Signature:

{Jon

>

—

Follow-up Required:

[1Yes

[ Follow-Up Inspection

No 8Y.

Commander;s Sigi‘;a{ture:
F e <

i

FAR A ;
'Y {:; [ fr- I_ ‘r";_-lf B ] .

o Pt
Y

For applicable policies, refer to HPM 11.1, Chapter 6.

Note: If a "No" or "N/A" box is checked, the "Remarks” section shall be utilized for explanation.

1. Prior to the performance of services, is the )
contracting party informed of the rates charged for Yes | [ONo |[JnN/A | Remarks:
services, departmental equipment usage, and
cancellation policy?

2. Does the billing rate include mileage and other .
expenses such as uniform or equipment damage? X Yes | [INo | [JN/A | Remarks:

3. When a safety service is provided to another state el I —
agency, is the agency's five-digit billing code [(dYes | [INo | BINA | Femedtes po‘]’icy. Area Is aware of
obtained? this requirement.

4, s the billing code documented on the Reimbursable Remarks: No records reviewed fell
Services Billing Memorandum? COvYes | [dNo NIA | e thie policy. Area is aware of

this requirement.

5. Is $50 charged for each CHP uniformed employee _
assigned to the detail if the canceliation notification is Yes | [ No |[JN/A | Remarks:
less than 24 hours prior to the scheduled service?

6. Is a minimum payment of 4 hours overtime charged i
when employee(s) could not be notified of the R Yes | [INo | [JNA | Remarks:
cancellation of their service(s)?

7. Is information regarding the procedures to obtain vs: Area indicates that
necessary right-of-way clearances or permits, local | [] Yes No | [ON/A | Remaiks: ! aready know his
requirements, and other pertinent information made information when they contact the
available to inquiring parties? Area.

8. Are written requests for specific services directed to )
the appropriate command? X Yes | [JNo | [N/ | Remarks:

9. Are traffic control services less than $50,000 .
approved by Division? Yes | [INo | [ N/A | Remarks:

10. Are traffic control services estimated to be $50,000 or . Areai i i
more approved by the Office of the Commissioner? | [JYes | [INo | IN/A | Bomans e o been

completed.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

CHAPTER 8
COMMAND REIMBURSABLE SERVICES

Page 20f4

11

. Are extraordinary protective services approved by the

Assistant Commissioner, Field?

[] No

N/A

Remarks:

12. Is a Reimbursable Services Agreement (RSA) log .
number requested from Division for every contract? R Yes | [INo | [JN/A | Remarks:
13. Is a CHP 465 form completed in accordance with ‘
policy? Yes | [INo | [ N/A | Remarks:
14. Are advance payments collected from the contracting _
company prior to the start of the service? Yes | [No | [JN/A | Remarks:
15, Is a CHP 251 prepared and mailed to the contracting Remarks: Three CHP 2518 were ot
company upon receipt of advance payments? [ Yes No | CIN/A | o iete when they should have
been. One of the 3 that were not
applicable was when the check was
sent to HQ instead of Area so no
CHP 251 was completed
16. Is a CHP 467 prepared and submitted to the Fiscal ‘
Management Section upon completion of the Yes | [ONo | [JN/A | Remarks:
confractual service(s)?
17. Is a copy of the CHP 465 attached to the weekly Ly —
CHP 230, and if applicable, a CHP 169? Cyes | X No | [JNA dee;fﬂiﬁ I.Sf; the weekly transmittal for

two of the advance deposit checks
obtained and one check was sent
_cont_ractpr. _

"1s a CHP 466 maintained?

18
& Yes D No D N/A Remarks:
19. Do RSA numbers begin with the letter “R” to denote .
reimbursable services, followed by two digit fiscal K Yes | [ONo | [N/ | Remarks:
year, three digit location code, and a sequential
number for each agreement?
20. Is the CHP 466 closed out at the end of each fiscal )
year with a new log implemented on July 1 beginning Yes | [INo | [IN/A | Remarks:
with the sequential number 001?
21. Are all sequential numbers accounted for when .
reconciling with the Billing Memorandum? Yes | [INo | ] /A | Remarks:
22. Are sequential numbers not matching Billing i
Memorandums reconciled? Yes | [JNo | [JN/A | Remarks:
23. Is the original RSA signed and filed at Area? Remarks: Only coples on file, as per
D Yes @ No D N/A previous bolicy. I
24. Does the command proceed with all RSA A ds with all
arrangements, and if needed, ensure the requestor Yes | [JNo [CIN/A ggﬂe‘a’ﬁ'ngggaeﬁ{gcg& el
has obtained the necessary right-of-way, clearances, obtain copies of all required permits.
and permits?
25. [s the indemnification clause included in the i
agreement when requested? [lves | [INo N/A | Remarks:
26. Is the inclusion of the indemnification clause _
approved by the Department of General Services, [OYes | [JNo N/A | Remarks:

Office of Legal Services?

CHP 680U (Rev. 02-09) OFi 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

CHAPTER 8
COMMAND REIMBURSABLE SERVICES

27. If the service is over $50,000 per occasion, is a .
CHP 78R prepared and submitted to Contract Yes | [INo | ] N/A | Remarks:

Services Unit?

28. Is a copy of the resolution, order, motion, or Remarks: One racord insnacted el
ordinance of the local governing body obtained when | []Yes | [ No N/A u:d";f'th?s n'e’\;v policy. bu‘tft’ﬁg de-taf,
one of the contracting parties is a county, city, district, was done In the prlor fiscal year

before policy was effective. Areais

or other local public body?
aware of the requirement.

29. Are dignitary protection services referred to the Office

of Dignitary Protection? Yes | [INo | [JN/A | Remarks:

30. Are CHP 312 forms, CHP 313 forms, and CHP 467 N = o ol
forms prepared when a statewide agreement is in CJvyes | [ONo N/A E:C';;f;';sls N ol é;f”r $ Inspected fe
effect? :

31. When state agencies are requesting a statewide ce: firaa has ndfhad an
agreement, are they referred to Enforcement ClYes | [[JNo N/A ;’:zT:;t SS rea has no y
Services Division, Fisld Support Section? ]

G T ARy S

32. Is a CHP 230 prepared by the contracting party when . )
fees are collected on the day of the training session? | [IYes | [ No | [XIN/A | Remarks:

33. Are the original CHP 467 and contract agreement ,
submitted to Fiscal Management Section (FMS) upon Yes | [ONo | [N/ | Remarks:
completion of services (other than COZEEP,
MAZEEP, extraordinary protective services, and
special projects) within 5 days?

34. Are copies of CHP 467 forms forwarded to the next

level of review? Yes | [[INo | [JN/A | Remarks:
38. Is the date when the Billing Memorandum was sent to I
FMS noted on the Reimbursable Services Control Yes | [JNo | [JN/A | Remams:
Log?
36. Is a copy of the command's Reimbursable Services . . o
Control Log forwarded or e-mailed to the Division [ Yes No | LI N/A | R o O ey was st

Coordinator at the end of each month? instituted In February 2009,
37. Is the Reimbursable Services Control Log verified
with the copies of the Billing Memorandums to ensure Yes | [ No | [ N/A
all reimbursable time has been reported to FMS for
billing purposes?
38. Are outstanding items being inspected and resolved?

Remarks:

| R Yes | [INo [CINA TR

39. Is a copy of the CHP 467 and CHP 465 submitted to
FMS upon completion of extraordinary protective (dYes | [INo N/A | Remarks:
services?

40. Is a reimbursable special project code obtained on _
every contractual service? Yes | [INo | [C]N/A | Remarks:

41. Is the overtime report(s) for reimbursable special REmaks:
project(s) used to reconcile CHP 415 forms for each Yes | [JNo | []JN/A | Remars:

special project?
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
INSPECTION PROGRAM
CHAPTER 8
COMMAND REIMBURSABLE SERVICES
42. Are the special project codes on the overtime ,
report(s) verified to ensure the correct special project | [ Yes | [INo | [JN/A | Remarks:
code has been used? T ]
43. Are all corrections noted on the overtime report(s)? )
Yes | [JNo | [J N/A | Remarks:
44. Are overtime reports approved and dated by the .
commander after reconciling? X Yes | [INo | []N/A | Remarks:
45. |s the original overtime report(s) forwarded to FMS? )
Clves | [INo N/A | Remarks:
46. Is a copy of the overtime report forwarded to Division .
by the 10" of the month (except COZEEP/MAZEEP)? | [ Yes | [ No N/A | Remarks:
47. Are all COZEEP/MAZEEP reports forwarded to ,

Division by the 15" of the month? CDves | [RINo | [ N/A | Rk e o
likely because of repeated extensions
of cut-off for timekeeping.

48. Are all COZEEP/MAZEEP reports approved by .
Division and forwarded to FMS by the 30" of the ves | [ONo N/ i Remarks:
month?

49. Is a copy of the CHP 71 attached to the overtime )
report(s) when there are reimbursable nonuniformed | []Yes | [ No N/A ||| Remark:
personnel hours?

50. Is an amendment of service agreement requested )
prior to the fund being depleted, and if necessary, is | [JYes | [INo | X N/A | Remarks:
the service discontinued?

51. Are all payments made directly to FMS? ‘

Yes l:l No D N/A Remarks:

52. Does the command require delinquent companies to .

pay outstanding invoices in full prior to providing any | []Yes | [ No N/A E:Imiﬂfr;t @;‘f:p':n?g;aware g

future services?
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AREA: 340
TOTAL RECORDS: 337

RECORDS EXAMINED: 33

3/5/2008

6/22/2009

0.18 Y N 8/22/2009 Y Y
3/6/2009 | 6/22/2009 12412 Y N 3/6/2008 Y Y
5/3/2009 NO Refusal Y N N N DA rejected
5/4/2009 | 5/27/2009 0.12 Y N 5/27/2009 Y Y
5/7/2009 | 5/27/2009 0.10 Y N 5/27/2009 Y Y
5/8/2009 | 5/19/2009 0.10 Y N 5/19/2009 Y Y




AREA: 340

TOTAL RECORDS: 337

RECORDS EXAMINED: 33

ARREST
FOR
ARREST | OTHER CONVICTION 415 415
DATE OF DATE 735 | BAC/DRUG | FORDUI | EVENT | DATE BAC DATEIF |ATTACHED| CORRECT
ARREST | SUBMITTED | RESULTS | T/CYIN, | (BOL) Y/N | AVAILABLE | APPLICABLE YIN YIN NOTES
5/14/2008 5/22/2008 0.22 Y 5/22/2008 Y Y
6/8/2008 | 8/13/2008 613 Y N 8/13/2008 Y Y ;
6/11/2008 NO 0.06 Y N N N DA rejected
7/25/2008 | 8/22/2008 0.14/.14 Y N 7/25/2008 Y Y
7/27/2008 | 9/18/2008 Refusal Y N 8/18/2008 Y Y
7/30/2008 | 8/14/2008 0.17 Y N 8/14/2008 Y Y
7/130/2008 | 8/22/2008 0.28 Y N 8/22/2008 Y Y :
8/2/2008 | 8/22/2008 Refusal Y N 8/22/2008 Y Y PAS .19/.21
8/2/2008 NO .06/.07 Y N N N DA rejected
8/5/2008 NO 0.05 Y N N N DA rejected
8/6/2008 | 8/15/2008 0.17 Y N 8/15/2008 b Y
11/22/2008 | 12/16/2008 0.08 Y N 12/16/2008 Y Y
11/23/2008 | 12/16/2008 0.19 Y N 12/16/2008 Y Y
11/26/2008 | 12/16/2008 0.16 Y N 12/16/2008 Y Y
11/27/2008 | 12/16/2008 A1/.42 Y N 11/27/2008 Y Y
11/28/2008 | 12/16/2008 0.12 Y N 12/16/2008 Y Y
11/29/2008 | 12/16/2008 0.09 Y N 12/16/2008 Y Y
11/29/2008 Refusal Y N N N DA rejected
11/30/2008 | 6/22/2009 0.14 Y N 6/22/2009 Y Y i
11/30/2008 | 12/18/2008 0.20 Y N 12/18/2008 Y Y
2/21j2009 | 6/22/2009 0.11 Y N 6/22/2008 Y Y
2/22/2009 | 6/22/2009 0.23 Y N 6/22/2009 Y Y
2/22/2009 | 6/22/2009 0.15 Y N 612242009 Y Y
3/1/2008 | 6/22/2009 0.12 Y N 6/22/2008 Y Y
3/1/2008 | 3/17/2009 0.21 Y N 3/17/2009 Y Y
3/1/2009 | 4/15/2009 0.24 Y N 4/15/2009 Y Y
3/2/2009 | 4/15/2009 0.13 Y N 4/15/2009 Y Y




e e v e Bsusimess, Transportation and Housing Agency
T

Memorandum

Date: May 26, 2009
To: “ Hayward Area
From: DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

Hayward Area
File No.: 345.11329.13119

Subject: HAYWARD AREA CHAPTER 8 INSPECTION

On May 19, 2009, | conducted an audit of the Hayward Area’s Reimbursable Services and DUI
Cost Recovery programs. Minor procedural errors were noted in both programs. Area now has
procedures in place to correct deficiencies and will continue to perform internal audits 1o

improve the command’s efficiency.

4

R.I. LEAL, Captain
Commander

Safety, Service, and Security

CHP STWP (Raev 11.46) 0PI 076



STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL a’mmand: q g"islig”: Gat gha‘“e“
COMMAND INSPECTION PROGRAM ey gdenbale e
EXCEPTIONS DOCUMENT Sergeant James Libby 05/27/2009

Page 1 of 2

INSTRUCTIONS: This document shall be typed, Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document -
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION Total hours expended on the [ Corrective Action Plan Included
[ Division Level [J Command Level | 'Nspection:
X Attachments Included
[1 Executive Office Level 8
Forward to:

Follow-up Required:
[] Yes B4 No

Cher Inspection:

Due Date:

| Inspector's Comments Regarding Innovative Practices:
Hayward Area has included a section on their Arrest Report Tracking Sheet which requires a sergeant
verify the completion and submission of a CHP 735. The sergeant is required to initial and date the
Arrest Report Tracking Sheet. Hayward uses an Excel spreadsheet to track their CHP 735's, color
coding CHP 735’s which are pending completion, correction, BAC results or conviction. This allows an
“at a glance” review of incomplete CHP 735's.

| Command Suggestions for Statewide Improvement:

| Inspector's Findings: I
Hayward Area has a verifiable method for tracking and processing CHP 735’s. All personnel
involved were knowledgeable regarding the Cost Recovery Program.

| Commander's Response: [J Concur or [[] Do Not Concur (Do Not Cencur shail document basis for response)” |

Ir Inspector’'s Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
{ etc.)
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL l(f{"”““a“":. q %"islig’" g“""'e“
COMMAND INSPECTION PROGRAM | -Hayward dasnoge o
EXCEPTIONS DOCUMENT Sergeant James Libby 05/27/2009

Page 2 of 2

Corrective Action Plan/Timeline

None required.

employee
[J Concur [J Do not concur

[_] Employee would fike to discuss this report with COMMANDER'S SIGNATURE DATE
the reviewer.
(See HPM 9.1, Chapter 8 for appeal procedures.)
INSPECTOR'S SIGNATURE DATE
[] Reviewer discussed this report with REVIEWER'S SIGNATURE DATE

CHP G80A (Rev 02-03) OP1010




‘ Page 10of4
STATE OF CALIFORNIA “Command: Division: | Number:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Hayward Golden Gate 345
INSPECTION PROGRAM Evaluated by: Date:
CHAPTER 8 Sergeant K. Briggs, 1D 13119 May 19, 2009
Assisted by:0SS1 P. Deo, ID 12357 Date:
COMMAND REIMBURSABLE SERVICES ssisted by A Lo S - May 19, 2000 .

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any “No”" answers, discrepancies
with policy, applicable legal statues, or deficiencies noted in the inspections shall be commenled on via the “Remarks" section.
Additionally, such discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of
command. Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need lo be re-inspected.

TYPE OF INSPECTION

[] Division Level

[_] Office of Inspections

Command Level

(] Voluntary Seli-Inspection

Lead Inspector's Signature:

2 Segg

Follow-up Required:

(] Yes

J Fo!lbw-Up Inspection

No BY:

Commander's

Signature: ,

For applicable policies, refer to HPM 11.1, Chapter 6.

Note: if-a *No” or “N/A:box is checked, the "Remarks” section shall be utilized for explanation.

1. Prior to the performance of services, is the

contracting party informed of the rates charged for Yes | [JNo | [JN/A | Remarks:

services, departmental equipment usage, and

cancellation policy? _ . ]
2. Does the billing rate include mileage and other

expenses such as uniform or equipment damage? | K Yes | [JNo | [] N/a | Remarks:
3. When a safety service is provided to another state ,

agency, is the agency’s five-digit billing code vYes | (ONo | X NA :?ﬁ:}af"‘s" Accounling Seclion abiging

obtained? nformation.
4. |s the billing code documented on the Reimbursable

Services Billing Memorandum? K Yes | [ONo | [JN/A | Remarks: o
5. Is $50 charged for each CHP uniformed employee

assigned to the detail if the cancellation notification is Yes | [ONo |[JN/A | Remarks:

less than 24 hours prior to the scheduled service?
8. Is a minimum payment of 4 hours overtime charged

when employee(s) could not be notified of the K Yes | [ONo [[JN/A | Remarks:

cancellation of their service(s}? (| | e ]
7. s information regarding the procedures to obtain

necessary right-of-way clearances or permits, local Yes | [(ONo |[JN/A | Remarks

requirements, and other pertinent information made

available to inquiring parties? -
8. Are written requests for specific services directed to

the appropriate command? X Yes | [JNo | [JN/A | Remarks: .
9. Are traffic control services less than $50,000

approved by Division? X Yes | [ONo | [JN/A | Remarks: -
10. Are traffic control services estimated to be $50,000 or

more approved by the Office of the Commissioner? | [ Yes | [JNo | [XI N/A | Remarks: Has Not Occurred.
11. Are extraordinary protective services approved by the

Assistant Commissioner, Field? OYes | [INo NyA _§ Remarks: Has Nol Occurred.
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DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

CHAPTER 8
COMMAND REIMBURSABLE SERVICES

Page 20f4

2.

B
Is a Reimbursable Services Agreement (RSA) log

number requested from Division for every contract? X Yes | [JNo | [JN/A | Remarks: .
13. Is a CHP 465 form completed in accordance with

policy? K Yes | [INo | [JN/A | Remarks:
14. Are advance payments collected from the contracting _

company prior to the start of the service? Yes | [INo | []N/A | Remarks:
15. Is a CHP 251 prepared and mailed to the contracting

company upon receipt of advance payments? Yes | [JNo | [JN/A | Remarks:
16. Is a CHP 467 prepared and submitted to the Fiscal _

Management Section upon completion of the Yes | [JNo |[JN/A | Remarks:

contractual service(s)? =
17. Is a copy of the CHP 465 attached to the weekly

IZ Yes D No D N/A Remarks;

CHP 230, and if apphcable a CHP 169?
i ‘thi ‘31 perte h Jfe

. Is'a CHP 466 maintained?

18
K Yes | [JNo |[JN/A |Remaks: — |
19. Do RSA numbers begin with the letter “R" to denote _
reimbursable services, followed by two digit fiscal XKiYes | [JNo | [JN/A | Remarks:
year, three digit location code, and a sequentlal
number for each agreement? 0~ [ | e .
20. Is the CHP 466 closed out at the end of each fiscal '
year with a new log implemented on July 1 beginning Yes | [JNo | [JN/A | Remarks:
with the sequential number 0017 =
21. Are all sequential numbers accounted for when .
reconciling with the Billing Memorandum? | RYes | [ONo | [CIN/A | Remarks: 1
22. Are sequential numbers not matching Billing
Memorandums reconciled? Yes | [INo | [JN/A | Remarks: o
23. Is the original RSA signed and filed at Area? _
Yes | [JNo | [[Jn/A | Remarks:
24. Does the command proceed with all RSA '
arrangements, and if needed, ensure the requestor Yes | [JNo |[JN/A | Remarks:
has obtained the necessary right-of-way, clearances,
and permits?
25. [s the indemnification clause included in the .
agreement when requested? CYes | [ No N/A | Remarks: Has Not Occurred -
28. Is the inclusion of the indemnification clause _
approved by the Department of General Services, OvYes | [(JNo N/A | Remarks: Has Not Occurred
Office of Legal Services? .
27. If the service is over $50,000 per occasion, is a .
CHP 78R prepared and submitted to Contract [JYes | [No N/A | Remarks: Has Not Occurred
_ Services Unit? o e
28. Is a copy of the resolution, order, motion, or .
ordinance of the local governing body obtained when | ] Yes | [JNo | [X N/A | Remarks: Has Not Occurred
one of the contracting parties is a county, city, district,
or other local public body? Py n
29. Are dignitary protection services referred to the Office
of Dignitary Protection? [yes | [JNo Nia Jf| Romarks: Has Not Qcourred
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30. Are CHP 312 forms, CHP 313 forms, and CHP 467

Remarks: Has Nol Qccurred

forms prepared when a statewide agreement is in [JYes | [OJNo N/A
effet?

31. When state agencies are requesting a statewide S
agreement, are they referred to Enforcement [OYes | [JNo | [X N/A | Remarks: Has Not Occurred

Servuces DIVISIOH Field Support Sectlon7

32. Is a CHP 230 'p'r'epéred by the contraéiith pé’.rt)-/.' when

fees are collected on the day of the training session? | X Yes | [JNo | []N/A | Remarks: R
33. Are the original CHP 467 and contract agreement
submitted to Fiscal Management Section (FMS) upon Yes | [JNo | [T N/A | Remarks:
completion of services (other than COZEEP,
MAZEEP, extraordinary protective services, and
- special projects) within 5 days?
34. Are copies of CHP 467 forms forwarded to the next
level of review? Yes | [JNo | [J N/A | Rematks:
35. Is the date when the Billing Memorandum was sent to
FMS noted on the Reimbursable Services Control Yes | [(ONo | [JN/A | Remaks:
Log?
36. Is a copy of the command's Reimbursable Services
Control Log forwarded or e-mailed to the Division Yes | [JNo | [JN/A | Remarks:
Coordinator at the end of each month?
37. Is the Reimbursable Services Control Log verified
with the copies of the Billing Memorandums to ensure | (X Yes | [JNo | [(J N/A | Remarks:
all reimbursable time has been reported to FI\/IS for
billing purposes? e e ey
38. Are outstanding items being inspected and resolved?
- Yes | [JNo | [JN/A | Remarks

orreimbursable

39, Is a copy of the CHP 467 and CHP 465 submitted (o

FMS upon completion of extraordinary protective Yes | [JNo |[JN/A | Rematks:
services? .
40. |s a reimbursable special project code obtained on _
every contractual service? X Yes | [JNo | [JN/A | Remarks:
41. Is the overtime report(s) for reimbursable special ‘
project(s) used to reconcile CHP 415 forms for each | [X] Yes | [JNo | [J N/A | Remarks:
special project?
42. Are the special project codes on the overtime ‘
report(s) verified to ensure the correct special project | X Yes | [[JNo | [JN/a | Remarks:
code has been used?
43. Are all corrections noted on the overtime report(s)?
Yes D No L_J N/A Remarks:
44. Are overtime reports approved and dated by the _
commander after reconciling? KYes | [ONo | [JN/A | Remarks: -
45. Is the original overtime repori(s) forwarded to FMS?
B @ Ygs ] No ] N/A Remarks: -
46. Is a copy of the overtime report forwarded to Division
by the 10" of the month (except COZEEP/MAZEEP)? Yes | [INo |[JN/A |Remaks.
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47. Are all COZEEP/MAZEEP reports forwarded to

Division by the 15" of the month? Yes | [ONo | [JN/A | Remarks:
48. Are all COZEER/MAZEEP reports approved by
Division and forwarded to FMS by the 30" of the OvYes | ONo N/A | Remarks:
month?
49. s a copy of the CHP 71 attached to the overtime
report(s) when there are reimbursable nonuniformed | [X Yes | [JNo | [J N/A | Remarks:
personnel hours? N
50. Is an amendment of service agreement requested
prior to the fund being depleted, and if necessary, is | [] Yes | [JNo | [X N/A | Remarks: Has Nol Occurred
the service discontinued? [
51. Are all payments made directly to FMS? Remarks: Forwardad fromuats
Yes | [JNo |[[JN/A s
52. Does the command require delinquent companies to
pay outstanding invoices in full prior to providing any | [] Yes | [JNo | [X N/a | Remarks: Has Not Occurred.

future services?

CHP 680U (Rev. 02-09) OP! 010




"o State of Calitornia

Business, Transporiation and Housing Agene

Memorandum

Date: August 24, 2009
To: Golden Gate Division
From: DEPARTMENT OF CALIRORNIA BIGHWAY PATROL
Hayward Area
File No.: 345.14995.09-046
Subject: 2009 COMMAND INSPECTIONS, 2nd QUARTER -CHP 735 (DUI COST

RECOVERY) INSPECTION - CORRECTIVE ACTION PLAN

On May 27, 2009, a Division-level inspection for the preceding 12-month period was conducted
of the CHP 735 (DUI Cost Recovery) files in the Hayward CHP Area. The inspector found that
the Hayward Area has a verifiable method for tracking and processing CHP 735°s and that all
personnel involved were knowledgeable regardin g the DUI Cost Recovery program. In response
to that inspection, the Hayward Area has created this Correctjve Action Plan.

HISTORY:

When the Hayward Area learned that the DUI Cost Recovery program would be inspected, a
thorough self inspection was conducted using the checklist contained in Highway Patrol Manual
(HPM) 22.1, chapter 8. Severa) issues were identified. The self inspection revealed the
following;:

¢ There was no tracking system in place for CHP 735 forms, however the optional CHP

735A form was being used,

Fifteen (15) CHP 735 forms from the first quarter of 2009 were inspected. Four (4) CHP

735 forms were submitted in excess of the 10 business day period.

* There was no system in place to determine case dispositions for CHP 735 forms with
blood alcohol contents under 0.08, refusals, drug-only arrests, etc.

e CHP 415 forms did not indicate “billable hours™ in the notes section as required by
policy.

¢ There was no Standard Operating Praced we in place for the completion of CHP 735

forms.

CORRECTIVE ACTION PLAN:

After identifying the 1ssues, the following corrective action steps were taken:
Safety, Service, and Security

CHP 51WP (Rev 11-86) OPI 076



STATE OF CALIFORMA Command: | Division: ] Chapler:

DEPARTMENT, OF 24 iFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM | Flayward | Golden Gate | 80U Cost
EXCEPTIONS DOCUMENT I Inspected by: Sergeant K. Briggs 7| Date:May 19, 2009 |

Page 1 of 2

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative praclices, suggestions for stalewide
improvement, identified deficiencies, corrective aclion plans. A CHP 51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION Total hours expended on the X Corrective Action Plan Included

(] Division Level Command Level ;”SPGCHOH:

Attachments Included
[TJ Executive Office Level L

Forward to: Golden Gate
Division

Follow-up Required:

Yes [J No

Due Date:

Inspector's Comments Regarding Innovative Practices: R
None
[ Command Suggestions for Statewide Improvement: - ___ ___*—j
None

| Inspector's Findings: ]
The Area does have a specific employee assigned to process all CHP 735 forms. Hayward Area’s DUI .
Cost Recovery program was inspected, covering the period of January 1, 2009 to March 31, 2009. Of
the 15 cases involving a CHP 735, Incident Response Reimbursement Statement, 4 cases were
submitted in excess of the 10 business day period. Properly completed CHP 735 forms are forwarded

to FMS with current reimbursement rate, including CHP 415, recorded to the nearest 10 minute
increment, and appropriate number of staff hours involved. Copies of the CHP 735 are being retained at

Area level.

| Commander's Response: [J Concur or [] Do Not Concur (Do Not Concur shall document basis for response) |

CHP 680A (Rev 02.09) OP1010



SE’;}%?,{;E@TL OF GELIFORNIA HIGHWAY PATROL E{""’ma“d" d %"islién: Gat '_"'68113518:' Cost |
COMMAND INSPECTION PROGRAM Bt i
EXCEPT'ONS DOCUMENT Inspected by: Sergeant K. Briggs f Dale:May 19,2009

Page 2 of 2

Inspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings Lj.r';cnl_wanged‘
etc.)

Corrective Action Plan/Timeline

The following procedures have been implemented at the Hayward Area to address the CHP 735,
Incident Response Reimbursement Statement, timely submission and processing:

» Quarterly briefing items discussing proper procedures and timely submission of CHP 735 form.

+ Development of Hayward Area tracking sheet, which includes section covering CHP 735 form
review and submission to clerical staff.

* Development of log, tracking DUI Cost Recovery. This includes AlS Report Number, Arrest Date,
Chemical Test result Date, Reason CHP 735 is Missing, Date CHP 735 Received, Date CHP 735
Sent to FMS, and Defendant Name.

o Follow up of case adjudication by court officer on a weekly basis, which is forwarded to clerical

staff.

/ e
(] Employee would like to discuss this report with CO NDER'S SIGNATURE DﬂE
the reviewer. \‘L{_z{ 0‘\

(See HPM 8.1, Chapter 8 for appeal procedures.)

INSPECT S'SIGNATURE DATE i
?2‘ /MAY 0, 61007

[[] Reviewer discussed this report with REVIEWER'S S‘GN"-TURE Rave
employee
[] Concur 7] Do not concur R

CHP GBOA (Rev 02-0%) ORI 010
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STATE OF CALIFORNIA Command: Division Number:

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Hayward Golden Gate: | 345

INSPECTION PROGRAM Evaluated by Date:

CHAPTER 8 Sergeant K. Briggs, ID 13119 May 19, 2009
Assisted by: Date:

COMMAND BULEOST RECOYERY Office Assistant E. Klobas, ID | May 19, 2008
A12869

INSTRUCTIONS: Answer individual items with "Yes" or “No” answers, or fill in the blanks as indicated, Any “No" answers, discrepancies
with policy, applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section.
Addaitionally, such discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of
command. Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-
up Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspecled.

r's Si re:
TYPE OF INSPECTION Lead Inspector's Signature

(] Division Level Command Level g D) -
R A
(] Office of Inspections [J Voluntary Self-inspection | ~ - 7

Follow-up Required: [J Follow-Up Inspection | Germender’s Sgnature: / Date:
Yes [ No BY: ! 2",15_‘{_ 5[2.(7/0 7

For applicable policies, refer to HPM 11.1, Chapter 20.

Note: If a "No" or "N/A”" box is checked, the “Remarks” section shall be utilized for explanation.
1. Does the command have sufficient procedures to
ensure that a CHP 735, Incident Response Yes | [JNo |[JN/A | Remarks:
Reimbursement Statement, is prepared for each

arrest that meets the cost recovery criteria?

2. What are these procedures? :
Per Hayward Area S.0.P., officers are required to submit incomplete reports to a supervisor prior to end of shift. Supervisors

review submitted forms and initials Hayward Area tracking sheet. Tracking sheet contains section for CHP 735, detailing
when CHP 735 submitted to clerical and supervisors initials and date. Recurring briefing items regarding CHP 735 guidelines

are conducted regularly. The issue is also a topic at Area Staff Meetings.

3. Does the command have a specific employee(s)

assigned to process all CHP 735 forms? K Yes | [ONo | [JN/A | Remarks: OAE. Klobas

4. lf the answer to question 3 of this checklist is yes, is _
the responsibility of processing all CHP 735 forms Yes | [JNo |[JN/A | Remarks:

listed in their job description or any other document?

CHP 680U {Rev. 02-09) ORI 010
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STATE CF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

CHAPTER 8
COMMAND DUI COST RECOVERY

1. Are all CHP 735 forms forwarded to Fiscal .
Management Section (FMS) properly with completed Yes | [JNo |[JN/A | Remarks:
criteria in either Section A or Section B of the form?

2. Does the command have a suspense system in place , )
to facilitate notification of a conviction involving cases | (X Yes | [JNo | [ N/A sgm”‘;s?é’g ?fsfl'tcls; ’Ii‘éef‘:’;;
meeting the requirements of the Driving Under the coun.yThis is fo':warded to clerical
Influence (DUI) Cost Recovery Program? This would employee handling CHP 735 forms.

involve cases where the following criteria applies:

¢ A Blood Alcohol Content (BAC) under .08%

» Achemical test is positive for drugs only

» Thereis no supporting BAC test of drug test (i.e.,

a refusal)

3. Are CHP 735 forms completed based on the criteria o (e Tt iorter i
of Section A of the form being forwarded to FMS (J Yes No |[JNA ggg;ar1kss'c':n-?;rnl7§5 sl
within ten business days from one of the following submitted to EMS. Four of these
dates? were submitted in excess of 10
¢ The date of BAC results of =.08% were received PLs s el saiea new Nag

. procedures in place to correct
¢ The date of BAC results of =.04% were received deficiency.

for a commercial driver
4. Are CHP 735 forms completed based on the criteria
of Section B of the form being forwarded to FMS [(JYes | [No
within ten business days from being notified of a
conviction of California Vehicle Sections 23152 or
23183, or greater offence as a result of one of the
following?
s The person arrested refused to provide a
chemical test
¢ The arrest was for drugs only

* A BAC of <.08% was obtained

5. Is the ltemized Staff Hours section of the CHP 735
completed as required in Highway Patrol Manual Yes | [INo |[JN/A | Remarks:
11.1, Administrative Procedures Manual, and
includes hours for all employees assigned to the

N/A Remarks: Has Not Occurred.

incident?
6. If the person arrested is transient, is the case being
entered into the CHP 735A, Case Log-DUi Cost CvYes | [JNo I § Fmaisssaiea hasi ol GACeUNERE:
Recovery Program, without forwarding the CHP 735
to FMS?
7. Are staff hours involved in the incident recorded on
the CHP 735 to the nearest ten minutes? K Yes | [JNo | [JN/A | Remarks:

8. Do the total number of staff hours charged on-the _
CHP 735 agree with the appropriate CHP 415, Daily | (R Yes | [JNo | [JN/A | Remarks:

Field Record?

CHP 680U (Rev. 02-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

CHAPTER 8
COMMAND DU| COST RECOVERY

Page 3 of4

Does the Notes portion of the CHP 415 indicate the

i ] ; 7 Remarks: Highlighted in
ﬁqlgibéi eDI:(I: ttiivni';;?when the CHP 415 includes more Yes | [JNo | [JNA Azivﬁy/éoﬂ\gmeﬁls R eciion.
2. Are the staff hours incurred by members of the
Department for the following activities associated with Yes | [JNo [[JN/A | Remarks:
an incident meeting the criteria for DUI cost recovery
included in the CHP 7357
¢+ Response Time
» On-Scene Investigation
¢ Follow-up Investigation
* Report Writing
* Vehicle Storage
» Calt Back
» Field Sobriety Testing
» Transportation
e Booking
* Chemical Testing
+  Traffic Control
3. Are the staff hours for officers-in-charge, sergeants,
lieutenants, or captains listed on the CHP 735 for Yes | [ONo |[JN/A | Remarks:
time spent performing the activities listed in question
12 of this checklist and not exclusively supervisory
tasks?
4. s the current hourly rate for reimbursement, sent out
to all commands via Comm-Net from FMS, being K Yes | [ONo | [0 N/A | Remarks:
used?
5. Is acopy of the CHP 735 being retained at the
command and filed? X Yes | (ONo |[JNA | Remarks:
6. Is the command utilizing the, optional, CHP 735A to
track cases qualifying for the DUI Cost Recovery X Yes | [ONo |[JNA | Remarks:
Program?
7. Inthe absence of a CHP 735A, how is the command tracking the DUI Cost Recovery Program?

A log has been established to track the following: AlS Report Number, Arrest Date, Chemical Test Result Date, Reason CHP
735 is Missing, Date CHP 735 Received, Date CHP 735 Sent to FMS, and Defendant Name.

Are commands using a case monitoring system to
track cases qualifying for the DUI Cost Recovery
Program including the following information in the
monitoring system?

o Defendant Information

¢ Violation Information

» Court Information

¢« FMS Information

¢ BAC test results

Yes

JNo

LI N/A

Remarks: Area Information System

CHP 680U (Rev. 02-09) OPI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

CHAPTER 8
COMMAND DUI COST RECOVERY

Page 4 of 4

9. Are cases not resuiting in a conviction within 12
months after submission to the District Attorney
closed out after court verification of case status?

[T} yes

X No

(] N/A

Remarks: The Area has developed a
plan to address this issue

10. Do closed out cases on the monitoring system have
a line drawn through the Conviction Date and Date to
FMS as well as the reason the case was closed and
date of last follow-up check?

[7] Yes

O No

X N/A

Remarks:

11. Are refunds or overpayments, as a result of
erroneous charges, in an amount of = $5.00 being
processed by the Department?

[ Yes

(] No

N/A

Remarks:

12. Is the command reviewing the quarterly reports sent
by FMS related to the submission of CHP 735 forms
and case status identifying any deficiencies in the
submission and accountability of the DUI Cost
Recovery Program?

Yes

I No

(I N/A

Remarks:

Question 25;:pertains to.Fiscal Management Section.

13. Is FMS reviewing the CHP 735 forms for
completeness of information and returning deficient
forms to the issuing command for corrections?

(] Yes

[ No

X N/A

Remarks:

CHP 680U (Rev. 02-09) OP{ 010




- Staic of California Business, Transportation and Housing Agency

Memorandum

Date: Augus{ 24, 2009

To: Golden Gate Division

From: DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
Hayward Area

File No.: 345.14995.09-047

Subject: REIMBURSABLE SERVICES AGREEMENT INSPECTION -

CORRECTIVE ACTION PLAN

On June 26, 2009, a Division-tevel inspection for the preceding 12-month period was conducted
of the Reimbursable Services Agreement files in the Hayward CHP Area. In responsc to that
inspection, the Hayward Area has created this Corrective Action Plan.

HISTORY:

When the Hayward Area learned that the Reimbursable Services Agreement program would be
inspected, a thorough self inspection was conducted using the checklist contained in Highway
Patrol Manual (HPM) 22.1, Chapter 8. The self inspection was conducted by Sergeant Kevin
Briggs, LD. 13119. The self inspection revealed the following;

* The Hayward Area had twenty (20) reimbursable services agreements. 100% of the
agreements were examined,

* Area did not maintain a CHP 466 Reimbursable Services Control Log log.

*  There was a general lack of training and accountability for the paperwork transactions
and thoroughness of completion of contract requirements.

ISSUES IDENTIFIED DURING THE DIVISION-LEVEL INSPECTION:

* The Hayward Area had twenty (20) reimbursable services agreements. 100% of the

agreements were examined.

¢ The state agency’s billing code was not obtained or documented on .¢ Reimbursable
Services Billing Memorandum.

*  One permif was referenced but there were no copies of any permits on file.

* Advance deposits are being collected, but not for all details prior to the start of the

service.
¢ One of three advance deposit checks has a CHP 251 prepared and mailed to the

contracting company.

Safety, Service, and Security

CHP S1WP (Rev. 11-86) CPI 076



Golden Gate Division

age 2

August 29, 2009

One of three contracts with advance deposits had a copy of the contract attached to the
weekly transmitial.

Area does not maintain a CHP 466 log. This is due in part to the fact that there were no
R-Numbers issued to the Area during this fiscal year.

Only copies of Reimbursable Services Agreements are maintained at Area.

Area does not ensure the needed permits are obtained before proceeding with
Reimbursable Services Agreements.

Area performed a safety services detail for another agency. The CHP 312 and CHP 313
were completed but the CHP 312 was not signed.

Five of five contracts were not processed within five days because there was no Captain
or Lieutenant assigned to Area for a 30 day period when these details were completed.
Arca does not maintain a Reimbursable Services Control Log.

Area is not informed of delinquent companies.

CORRECTIVE ACTION PLAN:

It is not possible to correct past errors on the reimbursable services agreements. 0SS I

L}
Poormima Deo will ensure all policies and procedures are followed for future agreements,

*  On-going training will be provided specific to each employee involved in the RSA
program.

¢ Area will begin using the CHP 466 Reimbursable Services Control Log.

¢ Area has created a form to be provided to the requesting party that will indicate how to
get the necessary permits, resolutions, etc.

¢ An Area checklist has been developed to ensure timely completion and submission of
required documents.

SUMMARY:

The issues identified during the Division inspection will be addressed and Area will continue to
take an active role in managing reimbursable services agreements.

cﬁm@ﬁ

C. J. SHERRY, Lieutenaf
Acting Commander



" DEPARTMENT OF A FORNIA HIGHWAY PATROL a"”"“a"d: q '(33"“"5;;“" G t__ g'"“"‘"“’“
COMMAND INSPECTION PROGRAM et oeenzae e
EXCEPTIONS DOCUMENT Tina Cook 5/26/2009

Page 1 of 2

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapler
number of the inspection in the Chapter Inspection number. Under “Forward to:" enler the nexl level of command where the document
shall be routed to and its due date. This document shall be utifized to document innovative praclices, suggestions for stalewide )
improvemenlt, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used i additional space is required.

TYPE OF INSPECTION Total hours expended on the [J Corrective Action Pian Included !

Division Level [] Command Level | INSpection: |
8 X Attachments Included

[ Executive Office Level

Follow-up Required: Forward to:

Due Date:

| Command Suggestions for Statewide Improvement: |

| Inspector's Findings:

20 reimbursable services contracts (RSC) initiated between May 2008 and May 2009 were inspected.
Sgt. Kevin Briggs, Officer Paul Cheever, Office Assistant Ellaina Klobas, and OSS| Poornima Deo are all
involved in the processing and management of the Area RSC program.

3. Remarks: Only 1 of 5 records was for a detail with a state agency. There was no agency billing
code for that agency on the paperwork. This detail was handled by an employee who is no
longer assigned to the Hayward Area. Current employee is aware of this requirement.

4. Remarks: Only 1 of 5 records was for a detail with a state agency. There was no agency billing
code for that agency on the paperwork. This detail was handled by an employee who is no
longer assigned to the Hayward Area. Current employee is aware of this requirement.

7. Although 1 permit was referenced, not copies of any permits were present.

14. Advance deposits are being collected, but not for every detail, although Area has not had a

detail since June 2008
16. One of 3 advance deposit checks had a CHP 251 prepared and mailed to the contracting -

company.
17. One of 3 contracts with advance deposits had a copy of the contract attached to the weekly
transmittal. No film details were performed so there were no CHP 169s.

18. Area does not maintain a CHP 466. This is in part due to the fact that there have no R-
Numbers issued to Area during this fiscal year. There is also no log for the 07/08 fiscal year, but
there were only 5 R-Numbers issued during that fiscal year.

20. No log is maintained by Area.

CHP €E0A (Rev 02-0G9) OPI1010



STATE O CALIFORNIA Command: Division: Chapler:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL. ke ward Golden Gate 8
COMMAND INSPECTION PROGRAWM s e
EXCEPTIONS DOCUMENT Tina Cook 5/26/2009
Page 2 of 2

23. Only copies of RSAs were present at Area, but all of those were from the previous fiscal year,
There are no records from the current fiscal year since the new policy revision.

24. The Command proceeds with all RSAs, but does not ensure the needed permits are obtained.
30. Area performed a safety services detail for another agency, but not under a statewide
agreement. The CHP 312 and 313 were completed, but the CHP 312 was not signed.

33. Five of 5 contracts were not processed within 5 days because there was no Captain or
Lieutenant assigned to Area for a 30 day period when these details were compileted.

35. Area does not maintain a log, therefore this is not completed.

36. Area does not maintain a log, therefore this is not completed.

37. Area does not maintain a log, therefore this is not completed.

52. Command is not informed of delinquent companies.

Effective controls are now in place to ensure policy and procedures are being followed.

] Commander's Response: Concur or [J Do Not Concur (Do Not Concur shall document basis for response) _|

Inspector’s Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
etc.)

1L

/Timeline

None required.

] Employee would like to discuss this report with COMMANDER'S SIGNATURE DATE
the reviewer,
(See HPM 8.1, Chapter 8 for appeal procedures.)

INSPECTOR'S SIGNATURE DATE
] Reviewer discussed this report with REVIEWER'S SIGNATURE DATE
employee
(] Concur [] Do not concur

CHP 6B0A {Rev. 02-65) OP1010



State of California Business, Transportation and Housing Agency

Memorandum

Date: July 1, 2009

To: Golden Gate Division

From: DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
Golden Gate Division

File No.: 301.13154

Subject: CHAPTER 8 INSPECTIONS — SANTA ROSA AREA

On June 9-10, 2009, Golden Gate Division Inspection Team #1; Lieutenant Dane Lobb, Sergeant
Jim Libby and AGPA Tina Cook, conducted a Division level inspection. The inspection team
utilized the guidelines found in Chapter 8 of HPM 22.1, for this inspection. Furthermore, the
team used a CHP form 680U for the inspection. The goal of the inspection was to determine the
level of compliance with CHP policy found in Chapter 6 of HPM 11.1, reimbursable services
agreements (RSA’s) and in Chapter 20 of HPM 11.1 the DUI cost recovery program. AGPA
Cook inspected the records and procedures used by the Santa Rosa Area for RSA’s. Sergeant
Libby reviewed the procedures and inspected the records for Santa Rosa Area’s DUI cost
recovery program, The inspection team was assisted by Santa Rosa Area personnel who

provided requested records.

The inspection team reviewed a random sample consisting of ten percent of Area’s CHP 735s
from the previous 12 months and subsequently made the following findings:

This inspection found that Area had failed to forward nine of 26 cases to FMS within the
required 10-day period. Area uses a CHP 735A to track cases. Area was not able to consistently
provide a CHP 415 for each officer involved in a qualifying event. The Area Court Officer
oversees the 735 program and the management team provides oversight and review. All
personnel involved in the tracking of these events have a clear understanding of policy, the

process and the deadlines.

The Area Lieutenant reduces the total amount of time taken to investigate, and document
qualifying events. The reduced time is based upon the amount of time management feels would
be appropriate. Area does not have a method for tracking of non-collision DUI arrests which

meet the criteria {or cost recovery.

Safety, Service, and Security

CHP 51WP (Rev. 11-86) OP1076



Golden Gate Division
Page 2
July 1, 2009

24 Reimbursable Services Agreements were reviewed. Area has an effective system in place to
ensure all RSAs are processed in a timely fashion and in compliance with policy. Minor errors
were noted as outlined on the attached spreadsheet. Errors found during the inspection were
typically data entry omissions. These errors did not have an impact on the processing of the

agreements.

The discrepancies found during this inspection were reviewed and discussed with the Command.
The Command has injtiated appropriate corrective procedures to minimize a reoccurrence,

Nl /\/{{’
Dane'Lobb
Lieutenant

Attachments



STATE OF CALIFORNIA “Command- | Diiision
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Santa RoSa ; Golden Gate
INSPECTION PROGRAM Evawaed by T T
CHAPTER 8 Tina Cook, AGPA

Assisted by:

COMMAND REIMBURSABLE SERVICES

e v

Page 1of 4

TRmbes ™"
360

i

6/9/09 .

1 Date:

INSTRUCTIONS: Answer individual ilems wilh "Yes” or "No” answers, or fill in the blanks as indicated. Any “No” answers, discrepancies
with policy, applicable legal slatues, or deficiencies noled in the inspections shall be commented on via the "Remarks” section.
Additionally, such discrepancies and/or deficiencies shall be dosumenled on an Exceptions Document and addressed to the nexl level of
command. Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspeclion” box shall be marked and only deficient items need to be re-inspected. -

LYPE OF INSPECTION

X Division Level [J Command Level

[[] Office of Inspections [] Voluntary Self-inspection

Lead Inspeclor's Signalure:

//

[] Follow-Up Inspection
BY:

Follow-up Required:
[]Yes No

"For apphcable pohmes refer to HPM 11.1, Chapter 6

Dale:

1. Prior to the performance of serwces is the
contracting party informed of the rates charged for X Yes [:] No | [[]N/A | Remarks
services, departmental equipment usage, and
o cancellation policy? -
2. Does the billing rate include mileage and other
expenses such as uniform or equipment damage? Yes | [[JNo | [JN/A | Remarks: L -
3. When a safety service is provided to another state = cs: b imEsE TaGEd ;
agency, is the agency's five-digit billing code OvYes | OONo | X NA p:rT;?r:ez 1o s pelicy, A policy is
_obtained? known.
4. s the billing code documented on the Reimbursable Remarks: Neiietolis ispsctsd
Services Billing Memorandum? Olvyes | [ONo | X NA portained to ihis policy, bul policy is
L . known, o
5. s $50 charged for each CHP uniformed employee .
assigned to the detail if the cancellation notificationis | [X Yes | [INo | [JN/A | Remarks:
less than 24 hours prior to the scheduled service?
6. Is a minimum payment of 4 hours overtime charged ,
when employee(s) could not be notified of the X Yes | [ONo | [JN/A | Remarks:
cancellation of their service(s)? _
7. s information regarding the procedures to obtain _
necessary right-of-way clearances or permits, local X Yes | [(JNo |[JN/A | Remarks:
requirements, and other pertinent information made
_available to inquiring parties? ) T ) SN S
8. Are written requests for specific services directed to )
...\ appropriate command? _ o ] RYes | [INo I NvA RomeRe .
"9 Are traffic control services less than $50,000 . o
____approved by Division? | R ves | [[INo_ | I N/ | Remarks: o
10, Are traffic control services estimated to be $50,000 or | ,
___more_approved by the Office of the Commissioner? ) Yes | [INo | [ N/A | Remarks: R
11, Are extraordinary protective services approved by the )
__Assistant Commissioner, Field? [ Yes | [INo | [ Nia | Remerks:

CHP 680U (Rev. 02-09) OPI 010



Services Unit?

Page 20f4
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
INSPECTION PROGRAM
CHAPTER 8
COMMAND REIMBURSABLE SERVICES
Questions 12 through 17 pertain to collecting advance deposits,
12. s a Reimbursable Services Agreement {RSA) log
number requested from Division for every contract? X Yes | [JNo | []N/A | Remarks: m
13. Is @ CHP 465 form completed in accordance with
policy? Yes | [INo | [[]N/A | Remarks:
14. Are advance payments collected from the contracting
company prior to the start of the service? X Yes | [CNo [ [JN/A | Remarks:
15. Is a CHP 251 prepared and mailed to the contracting
company upon receipt of advance payments? Yes | [INo [ [ N/A | Remarks:
16. Is a CHP 467 prepared and submitted to the Fiscal
Management Section upon completion of the Yes | [ONo |[INa | Remarks:
contractual service(s)? E
17 Is a copy of the CHP 465 attached to the weekly Remarks: 2 of nine records has 1°
CHP 230, and if applicable, a CHP 169? (] Yes No | [CIN/A 0age of GHP 465, bul nol signad 2
page. Three were missing required
_________ ~ CHP 169
Questions 18 through 31 pertain to the preparation of agreements,
18. Is a CHP 466 maintained?
Yes D No EJ N/_/-_\__ ‘F.("e"marks' o

19. Do RSA numbers begin with the letter “R” to denote .
reimbursable services, followed by two digit fiscal Yes | [ONo |[JN/A | Remarks:
year, three digit location code, and a sequential
number for each agreement?

20. Is the CHP 466 closed out at the end of each fiscal . .
year with a new log implemented on July 1 beginning Yes | [ONo | [JN/A | Remarks: Anew og & slared but
with the sequential number 0017 sequenlially because of how numbers

are issued to ths film commission for
movie delails in this Division.

21. Are all sequential numbers accounted for when .
_reconciling with the Billing Memorandum? Yes | [INo | [JN/A | Remarks:
22. Are sequential numbers not matching Billing ]
Memorandums reconciled? Yes | [INo | [JN/A | Remarks:

23. Is the original RSA signed and filed at Area? ,

Yes D No D N/A Remarks:

24, Does the command proceed with all RSA .
arrangements, and ifpneeded, ensure the requestor Yes | [ONo |[JNA E:r':,.?tﬁ:of;'b?:iﬂ;d°"e‘ L
has obtained the necessary right-of-way, clearances,

en2Nd peIMItS? . . ,

25. Is the indemnification clause included in the ]

L agreement whenrequested? | [lYes| [INo |BINA | Rem™e

26. Is the inclusion of the indemnification clause

approved by the Department of General Services, [DYes | [JNo | X N/A | Remarks
______Office of Legal Services? i P e i

27. If the service is over $50,000 per occasion, is a N

CHP 78R prepared and submitted to Contract Yes | [JNo |[JN/A | Remarks:
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COZEEP/MAZEEP Records inspecied. 14 Ali from last 12 months.

Inspection Information Yes |[No N/A  |Remarks

SPC Used for OT 14

$50 cr 4 hour canceliztion claimed

when appropriate. 14

Reconcilaticn report recenciled with

415s 14

SPCs verified 14

Corrections noted on Reconcilation Totals not changed after corrections and 1 record has a correction in the package, but the
Reports 11 3 correction was not indicated on paperwork.

Reconcitiation reports approved and

dated by by Commander. 14 All were approved by the Commander, but 11 did were not dated.

Original forwarded to Division by 15th. 4 10 Ten of the records were not dated so it is unknown if they were submitted by the 15th.
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STATE OF CALIFORNIA Comimanpd: Division: Number:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL g& o Zof
INSPECTION PROGRAM Evaluated by: Dalg:
CHAPTER 8 | 1HeS8 -8 09
COMMAND REIMBURSABLE SERVICES Assisted by: Dﬂ“*-

QoA et —

INSTRUCTIONS: Answer individual ilems with "Yes" or "No" answers, or fill in the blanks as indicated. Any "No" answers, discrepancies
with policy, applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section.
Additionally, such discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next levet of

command, Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION
[] Division Level [1 Command Level

(] Office of Inspections ﬁ Voluntary Self-Inspection

re———— Lead Inspector's Signature:

/

Follow-up Required. [ Follow-Up Inspection

[J Yes []No BY:

Commander's Signature:

Date:

For applicable policies, refer to HPM 11.1, Chapter 6.

Note: If 2 "No" or "N/A" box:is checked; the “Rémarks"section shall be utilized for explanation. ..

1 Prior {o the performance of services, is the
contracting party informed of the rates charged for m Yes
services, departmental equipment usage, and
cancellation policy?

O No

[ N/A

Remarks:

7

2. Does the billing rate include mileage and other
expenses such as uniform or equipment damage? E Yes

LINo

Ona |

Remarks

"3 When a safety service is provided to another state
agency, is the agency's five-digit billing code M Yes
obtained?

(O No

(I NA

Remarks:

4, lIsthe blllmg ‘code documented on the Reimbursable
Services Billing Memorandum? ™ Yes

[ No

[ N/A

Remarks:

5. 1s $50 charged for each CHP uniformed employee
assigned to the detail if the cancellation notification is | I Yes
less than 24 hours prior to the scheduled service?

(I No

CINA

Remarks:

6. Is a minimum payment of 4 hours overtime charged
when employee(s) could not be notified of the ﬂ Yes
cancellation of their service(s)?

[ No

[ N/A

Remarks:

7. s information regarding the procedures to obtain
necessary right-of-way clearances or permits, local E Yes
requirements, and other pertinent information made
available to inquiring parties?

{1 No

{N/A

Remarks: P‘ZM 9

MME/CQUM‘&T.‘:‘:

8. Are written requests for specific services directed to
the appropriate command? B Yes

(] No

[ NA

BNV NN

9. Are traffic control services less than $50,000 m
. —. -.8Pproved! Yes

[J No

L1 NA

Remarks:

P

Remarks: Mm.

approved by Division?
10. Are traffic control services estimated to be $50,000 or
more approved by the Office of the Commissioner? IE Yes
11. Are extraordlnary protective services approved by the”
Assistant Commissioner, Field? | [lYes !

CHP 680U (Rev. 02-09) OPI 010

LI No

LINA

LR NA

Remarks;

comanee. H&/ D\\/

l Remarks'
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CHAPTER 8
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Page 20f4

Questions 2ith ‘.ugh 17 pertam {0 ollacti

‘12

ls a Reimbursable Services Agreement (RSA) log

Questions 18 thrqugh 31 pertal

| .. number requested from Division for every contract? | B Yes | [ No | [J N/A | Remarks:
13. Is a CHP 465 form completed in accordance with
policy? W yes | [INo | [N | Remarks: -
14. Are advance payments collected from the contracting | MoV E VB‘"”” Cortectiy
_._company prior to the start of the service? Wyes | [INo | [[Nia | Remacks: £ OF Seguice.
15. Is a CHP 251 prepared and mailed to the contracting
company upon receipt of advance payments? B Yes | [ONo | [JN/A | Remarks.
16. Is 2 CHP 467 prepared and submitted to the Fiscal )
Management Section upon completion of the w Yes | [JNo | [JN/a | Remarks:
contractual service(s)? ‘M’
17. Is a copy of the CHP 465 attached to the weekl 'he dor 765 A B
CHP 230, and if applicable, a CHP 1697 _ ’ I;Q_Yes [ /A | Remarks: OF Aece “ir/ it
oy L S T 5 T

18 Is a CHP 466 mamtalned’?
[ﬁYes [J No ] N/A Remarks:
19. Do RSA numbers begin with the letter "R" to denote
reimbursable services, followed by two digit fiscal I vYes | [INo [[JNia | Remarks: bivisio~ Leg
year, three digit location code, and a sequential 1S SepvenTIA .
number for each agreement? N
20. Is the CHP 466 closed out at the end of each fiscal Azes 166 13 -
year with a new log implemented on July 1 beginning & Yes | [ONo | CIN/A | Remarks: L mger? OV
i with the sequenlial number 0017 i
P 21. Are all sequential numbers accounted for when /
|___ __reconciling with the Billing Memorandum? K ves | [INo_ ! [JNA | Remaks 4 o0 enT 1A
22. Are sequential numbers nol matching Billing
( Memorandums reconciled? DIVISior) CJYes | CINo | B Na | Remarks: n
33 Is the original RSA signed and filed at Area? oG BeNT 7O Frs
g oo Clves | [ONo | [INA | RemMeARQA w/coRszect]
24. Does the command proceed with all RSA e
arrangements, and if needed, ensure the requestor MYes (ONo | ON/A Re’“a'ks rzo\l/i. chj:,-,
has obtlained the necessary right-of-way, clearances, A’V (4
" and permits? TS
‘25, Is the indemnification clause included in the BsSs/L8 v
| agreement when requested? NeNgZ- 2o TOVATE [ Yes | [ No @N/A HAiaRIS:
26. Is the inclusion of the indemnification clause COPNLALCTS
approved by the Department of General Services, ClYes | [JNo | (RPN/A | Remarks: = 0y 7~
h Office of Legal Services? w/ AP
27. If the service is over $50,000 per occasion, is a '
CHP 784 prepared and submitted to Contract KvYes | CINo | [JN/A [ Remarks:
Services Unit? i
28. Is a copy of the resolution, order, motion, or AREN \N/
ordinance of the local governing body obtained when | [JYes | W No | [ N/a | Remarks: ConRecq
one of the contracting parties is a county, city, district,
or other local public body? _
29. Are dignitary protection services referred to the Office
of Dignitary Protection? Kves | [INo |[Jna |Remaks: ]

CHP 680U (Rev. 02-09) OPI 010
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CHAPTER 8
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Page

3of4

[ 30. Are CHP 312 forms, CHP 313 forms, and CHP 467
forms prepared when a statewide agreement is in
effect?

Remarks:

31. When state agencies are requesting a statewide
agreement, are they referred to Enforcement
Services Dl\nsnon Fleld Suppon Secllon’?

Remarks:

Questions 32 1 ..

32. Isa CHP 230 prepared by the contractlng parly when
fees are collected on the day of the training session?

Remark/

| - — v e

33. Are the ongmal CHP 467 and contract agreement
submitted to Fiscal Management Section (FMS) upon
completion of services (other than COZEEP,
MAZEEP, extraordinary protective services, and
special projects) within 5 days?

level of review?

34. Are copies of CHP 467 forms forwarded to the next |

?ﬁﬁ(s.

Remarks:

35. Is the date when the Billing Memorandum was sent to
FMS noted on the Reimbursable Services Control
Log?

Remarks.

3. Isa Eopy of the command's Reimbursable Services
Conltrol Log forwarded or e-mailed to the Division
Coordinator at the end of each month?

Remarks

37. Is the Reimbursable Services Control Log verified
with the copies of the Billing Memorandums to ensure
all reimbursable time has been reported to FMS for
billing purposes?

Remarks:

38. Are outstanding items being inspected and resoly&d?

Queshonsssth
spec!al pro;acts

Remarks:

39. Is a copy of the CHP 467 and CHP 465/ submitted to
FMS upon completion ofexlraord%tective OYes | [ONo |[JN/A | Remarks:
services? L
40. [s a reimbursable special projegt code obtained on
every contractual service? / | OYes | [ONo | [N | Remarks:
41, Is the overtime report(s) fgrreimbursable special
project(s) used to recyr?:CHP 416 forms foreach | [JYes | [ONo | [JN/A | Remarks:
special project? N | —— N
42, Are the special projgct codes on the overtime
repori(s) veriﬁ%sure the correct special project | [JYes | [JNo | [JN/A | Remarks
code has beendsed?
43. Are all corregfions noted on the overtime report(s)?
L / o D Yes D No D N/A Remarks:
44. Are ovegme reports approved and dated by the
commander after reconciling? [JYes | [ONo | [N/ | Remarks:
45. |s the original overtime repori(s) forwarded to FMS?
E] Yes D No D N/A Remarks:
46. Is a copy of the overtime report forwarded lo Division
by the 10" of the month (except COZEEP/MAZEEP)? | [JYes | [ No | [J N/A | Remarks:

CHP 680U {Rev. 02-09) OPI 010
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a7

"Are all COZEEP/MAZEEP reports forwarded to

Division by the 15" of the month?

Page

Remarks:

40f4

"748. Are all COZEEP/MAZEEP reports approved by

Division and forwarded to FMS by the 30" of the
month? i

49.

report(s) when there are reimbursable nonuniforme

Is a copy of the CHP 71 attached lo the overtime
personnel hours? /

Remarks:

Remarks:

50.

Is an amendment of service a@%ement requested
prior to the fund being depleted, and if necessary, is

the service discontinued?

Remarks:

51.

Are all payments made directly to F&M

(1 No

[ N/A

Remarks

52,

future services?

Does the command require delinglent companies to
pay outstanding invoices in fuljfrior to providing any

I No

[ N/A

Remarks:

CHP 680U (Rev 02.09) OP1 010




STATE OF CALIFORNIA Command: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL 360 ’ 301 ’ 8
COMMAND INSPECTION PROGRAM |20 S
EXCEPTIONS DOCUMENT G. P. Tracey #14058 05/12/2009

Page 1 of 3

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward 10:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION Total hours expended on the [J Corrective Action Plan Included

[] Division Level [ Command Level | Inspection:
] Executive Office Level Attachments Included
8

Forward to: 301

Follow-up Required:
Yes [ No

Chapter Inspection: DUI Cost Recovery Program

Due Date: N/A

Inspector's Comments Regarding Innovative Practices:
Notwithstanding an excellent SOP for DUI Cost recovery program, the Court Officer(s) have developed
a simple tracking mechanism for identifying incidents that require a CHP 735 and documenting if the
CHP 735 was submitted utilizing the in Custody / Arrest Log (Book). The innovation is described in the
attachments.

LCommand Suggestions for Statewide improvement: ]
None

[ Inspector's Findings: |
Area was not in full compliance with policy as indicated in HPM 11.1, concerning time/activity
documentation on the CHP 415 to support the time documented on the CHP 735. However: it is
readily apparent that Area has generally reduced hours charged on the CHP 735 where adequate
support via the CHP 415, CHP 202, CHP 555 are not present. Area did not have an updated SOP
for the DUl Cost Recovery program but has been working diligently on formalizing procedures for
the preparation/submission/approval/fforwarding of the CHP 735. The draft procedures are
attached to this inspection. The SOP draft is due 05/18/09. Officers have been briefed on
compliance with policy as of 05/11/09.

[ Commander's Response: X Concur or [J Do Not Concur (Do Not Concur shall document basis for response) |

CHP 6B0A (Rev. 02-09) OP1 010
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DEPARTMENT OF CALIFORNIA HIGHWAY PATROL g':émom“": gg‘f]i""" g“ap“”'
COMMAND INSPECTION PROGRAM TR o
EXCEPTIONS DOCUMENT G. P. Tracey #14058 05/12/2009

Page 2 of 3

Inspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
etc.)

e uired ‘Action::Update’

Corrective Action Plan/Timeline: July 1, 2009

The DUI Cost Recovery protocol is attached.

The SOP revision is due 05/18/09.

A CHP 160, Briefing Item, concerning time/activity documentation for the DUl Cost Recovery program is
attached.

CHP 880A (Rev 02-09) OPI 010



STATE OF CALIFOCRNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL g%moma"d‘ gigf’;“‘ ghap“""
COMMAND INSPECTION PROGRAM inspected by: Date:
EXCEPTIONS DOCUMENT G. P, Tracey #14058 05/12/2009
Page 3 of 3
[T Employee would fike to discuss this report with | COMMANDER'S SIGNATURE T T oATE
the reviewer.
(See HPM 9.1, Chapter 8 for appeal procedures.)
[ : U DATE
.Y 73S 5-14-09
[T Reviewer discussed this report with REVIEWER'S SIGNATURE DATE
employee
(] concur [Z] Do not concur

CHP §80A (Rov 02-09) OP1 010
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STATE OF CALIFORNIA Command: Division: Number:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Santa Rosa Golden Gate 8
NSPECT! PR GRA Evaluated by: Date:
éHAPTER 8 N & A G. P. Tracey #14058 05/12/2009
Assisted by: Date:
COMMAND DUI COST RECOVERY P.Pappas #11570 Various
E.Heinlein #13864

INSTRUCTIONS: Answer individual items with "Yes” or “No" answers, or fill in the bianks as indicated. Any "No” answers, discrepancies
with policy, applicable legal statues, or deficiencies noted in the inspections shall be commentad on via the “Remarks"” section.
Additionally, such discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of
command. Furthermors, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-
up Inspection, the “Follow-up Inspection” box shall be marked and only deficlent items need to be re-inspected.

FTY”E OF INSPECTION Lead (nspector’s Signature:

() Division Level [ Command Level
-—
[ Office of Inspections Voluntary Self-Inspection (A
FO”OW-Up Requi,—ed: D Follow-Up Inspection Commander's Signature: Date:
Yes [T]No BY:

For applicable policies, refer to HPM 11.1, Chapter 20.

Note: If a “No" or."N/A" box is checked, the "Remarks” section shall be utilized for explanation.

1. Does the command have sufficient procedures to
ensure that a CHP 735, Incident Response B vYes | [ONo | [OJN/A | Remarks:
Reimbursement Statement, is prepared for each
arrest that meets the cost recovery criteria?

2. What are these procedures?

Field Officers are required to submit the Incident Response Reimbursement Statement with the completed collision report.
Shift Sergeants monitor the Officers timely submission of the reports and cost recovery documentation. The CHP 735 and
supporting CHP 415's are forward to the Court Liaison Officer and processed. The CHP 735 are tracked through the use of
the Area's Arrest Log and AlS. Monthly summaries of the CHP 735 are provided to Management for review. The summary
includes all Incident Response Reimbursement Statements submitted to Fisca! Management for the month, as well as CHP
735's pending court action and/or chemical tests.

3. Does the command have a specific employee(s)
assigned to process all CHP 735 forms? RKYes | CIJNo |[JN/A | Remarks:

4. |If the answer to question 3 of this checklist is yes, is
the responsibility of processing all CHP 735 forms HKYes | [ONo | CINA
listed in their job description ar any other document?

Remarks:

CHP 680U (Rev. 02-09) OP! 010
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5. Are all CHP 735 forms forwarded to Fiscal
Management Section (FMS) properly with completed
criteria in either Section A or Section B of the form?

B Yes

[ Ne

O N/A

Remarks:

6. Does the command have a suspense system in place
to facilitate notification of a conviction involving cases
meeting the requirements of the Driving Under the
Influence {(DUI) Cost Recovery Program? This would
involve cases where the following criteria applies:

e A Blood Alcohol Content (BAC) under .08%

* A chemical test is positive for drugs only

* There is no supporting BAC test of drug test (i.e.,
a refusal)

Yes

O No

CIN/A

Remarks:

Cases rejected by the DA or no
longer qualifying for reimbursement
are documented on the CHP 735A,
which is kept by year and month, and
the original CHP 735 is destroyed.

7. Are CHP 735 forms completed based on the criteria
of Section A of the form being forwarded to FMS
within ten business days from one of the following
dates?

o The date of BAC results of =.08% were received
e The date of BAC results of =.04% were received
for a commercial driver

Yes

I No

[CJ N/A

Remarks:

8. Are CHP 735 forms completed based on the criteria
of Section B of the form being forwarded to FMS
within ten business days from being notified of a
conviction of California Vehicle Sections 23152 or
23153, or greater offence as a result of one of the
following?

» The person arrested refused to provide a
chemical test

¢ The arrest was for drugs only

e A BAC of <.08% was obtained

Yes

I No

O NA

Remarks:

9. Is the itemized Staff Hours section of the CHP 735
completed as required in Highway Patrol Manual
11.1, Administrative Procedures Manual, and
includes hours for all employees assigned to the
incident?

X Yes

[J No

(O N/A

Remarks:

10. If the person arrested is transient, is the case being
entered into the CHP 735A, Case Log-DUI Cost
Recovery Program, without forwarding the CHP 735
to FMS?

Yes

[ No

I N/A

Rernarks:.

11. Are staff hours involved in the incident recorded on
the CHP 735 to the nearest ten minutes?

X Yes

1 No

I N/A

Remarks:

12. Do the total number of staff hours charged on the
CHP 735 agree with the appropriate CHP 415, Daily
Field Record?

(] Yes

X No

(I NA

Remarks: Until recently staff hours on
the 415 were not compared to the
735. I the hours were viewed as
excessive, based on the count officer

CHP 680U (Rev. 02-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

CHAPTER 8
COMMAND DUI COST RECOVERY

review of the arrest/collision report —
the 735 hours were reduced
accordingly with rmanagerment
approval. This practice has resulted -
in very few DU cost recovery

disputes in the last § years, (17).

13. Does the Notes portion of the CHP 415 indicate the R maiksatiicorsFaveiBentBieiod
. . . : i
mgibéiggéttim‘e/;vhen the CHP 415 includes more (OYes | XINo |[CINA of Policy (CHP 160 05/41/09)

14. Are the staff hours incurred by members of the
Department for the following activities associated with Yes | [ONo |[ONA
an incident meeting the criteria for DUI cost recovery
included in the CHP 7357

Response Time

On-Scene Investigation

Follow-up Investigation

Report Writing

Vehicle Storage

Call Back

Field Sobriety Testing

Transportation

Booking

Chemical Testing
s  Traffic Control

15. Are the staff hours for officers-in-charge, sergeants, i )
lieutenants, or captains listed on the CHP 735 for OYes | XINo |[IN/A | Remarks: Officers have been brisfed
: ] Ay . . . on Policy (CHP 160  05/11/08)
time spent performing the activities listed in question
12 of this checklist and not exclusively supervisory

Remarks:

tasks?

16. Is the current hourly rate for reimbursement, sent out ‘
to all commands via Comm-Net from FMS, being R vYes | [ONo | [(JNA [ Remarks:
used?

17. Is a copy of the CHP 735 being retained at the _
command and filed? XvYes | [ONo |[JN/A | Remarks:

18. Is the command utilizing the, optional, CHP 735A to '
track cases qualifying for the DUI Cost Recovery (J Yes No | [1N/A | Remarks:

Program?
19. In the absence of a CHP 735A, how is the command tracking the DUI Cost Recovery Program?

The area has a tracking system that is superior to the use of the CHP 735A as the only tracking mechanism. That tracking
system is attached.

The CHP 735A is used to document non qualifying CHP 735s and is kept by year and month in front of copies of all submitted
CHP 735s for that year and month.
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20.

Are commands using a case monitering system to
track cases qualifying for the DUl Cost Recovery
Program including the following information in the
monitoring system?

¢ Defendant Information

¢ Violation Information

e Court Information

e FMS Information

» BAC testresults

X Yes

[(JNo

[ NiA

Remarks:

21.

Are cases not resulting in a conviction within 12
months after submission to the District Attorney
closed out after court verification of case status?

Yes

{J No

O NA

Remarks:

22,

Do closed out cases on the monitoring system have
a line drawn through the Conviction Date and Dale to
FMS as well as the reason the case was closed and
date of last follow-up check?

1 Yes

X No

O NA

Remarks: The CHP 735A documents
non qualifying cases - the original
735 is destroyed.

23.

Are refunds or overpayments, as a result of
erroneous charges, in an amount of = $5.00 being
processed by the Department?

X Yes

[T} No

O NA

Remarks:

24,

Is the command reviewing the quarterly reports sent
by FMS related to the submission of CHP 735 forms
and case status identifying any deficiencies in the
submission and accountability of the DUI Cost
Recovery Program?

X Yes

[ No

CIN/A

Remarks: 1* Quarter 2009 average =
7 days.

Question 25 pertains to Fiscal M@ﬁagem"éﬁt Section. L e

25.

Is FMS reviewing the CHP 735 forms for
completeness of information and returning deficient
forms to the issuing command for corrections?

Yes

[ No

O NA

Remarks:
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COMMAND INSPECTION PROGRAM ~ (p2na Rosa CEELZRE D
EXCEPTIONS DOCUMENT J. Libby 06/10/2009

Page 1 of 2

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative praclices, suggestions for statewide :
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if addilional space is required,

TYPE OF INSPECTION Total hours expended on the [J Corrective Action Plan Included

Division Level [] Command Level | iNspection:
8 X Attachments Included

[] Executive Office Level

Follow-up Required: Forward to:

[]Yes No

Due Date:

Chapter:inspectio

Inspector's Comments Regarding Innovative Pratices:
The Lieutenant reviewing and signing CHP 735's will reduce the amount billed on the CHP 735 if the

time spent on the DUI investigation is excessive.
The Santa Rosa Area will send memoranda out to Officers who have transferred out, yet still need to

submit either CHP 415's or CHP 735's, |

[ Command Suggestions for Statewide Improvement:
Santa Rosa Area has suggested a fixed rate for reimbursement for CHP 735’s. This amount would be a

guideline and could be adjusted for unusual circumstances.
Currently, there is no AIS entry which allows for tracking of non-collision DUI arrests which meet the
criteria for Cost Recovery.

[Inspector's Findings: |
An Inspection of procedures for the completion and submission CHP 735's was conducted on June 10, .
2009. The inspection examined 26 of the 260 events requiring a CHP 735. The Area Management
team and court officer understand the proper procedures involved in the processing of CHP 735's.

Area utilizes a CHP 735A to ensure the proper and timely submission of CHP 735's.

10. There have been no reported arrests of transients.
23. Area does not process CHP 735 overpayments.

| Commander’s Response: X Concur or [] Do Not Concur (Do Not Concur shall document basis for response)
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT
Page 2 of 2

Command: Division; Chapter:
Santa Rosa Golden Gate 8

Inspected by: Dale:

J. Libby 06/10/2009

[ Inspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,

efc.)

Requured Act:on S W LT W Y

Correctlve Actlon PIan!T fme!me

None required.

[_] Employee would like to discuss this report with COMMANDER'S S,)”ﬁ RE DATE
the reviewer, /
ﬁf — -3 1
(See HPM 9.1, Chapter 8 for appeal procedures.) / ,ff /'{fZ' 7/ 3l¢
INSP CTO 'S ?‘IG DATE / ;
/\—— . 7130 / 09
i DATE

L] Reviewer discussed this report with
employee

(] Concur [] Do not concur

REVIEM\(IED KIGNATURE

- \LJ

"t i s vt

¥

3
4

S
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STATE OF CALIFORNIA Command: Pivision: Number:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Santa Rosa Golden Gate 345
INSPECTION PROGRAM Evalualed by: Oate:
CHAPTER 8 Sergeant James Libby 06/10/2009
- Assisted by. Dale
COMMAND DUI COST RECOVERY E. Heinlein/ P. Pappas 06/10/2009

INSTRUGTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicaled Any "No" answers, discrepancies
with policy, applicable legal stalues, or deficiencies noled in the inspectlions shall be commenled on via the “Remarks” section.
Additionally, such discrepancies andfor deficiencies shall be documented on an Exceptions Document and addressed to the next level of
command. Furthermore, the memorandum shall include any follow-up and/or correclive action(s) taken. [f this form is used as a I-ollow-
up Inspection, the "Follow-up Inspeclion” box shall be marked and only deficient items need to be re-inspected.

1 H . - = s
Lead Inspector sz’;lgr_\.ature. o J ¥

LYPE OF INSPECTION P S .///
. [4 Division Level [0 Command Level [_/'/ /f _. '/,/'"-
(7] Office of Inspections [J Voluntary Self-Inspection / {,/i\ f‘:’/‘/ e
Follow-up Required: [] Follow-Up Inspection | Commander's Signalure: Dale:
[7] Yes X No BY: S _,c/c,a/:/ //’/,«p—*—”"}f" .
For applicable policies, refer to HPM 11.1, Chapter 20. (/l S &

Note: If a "No" or "N/A" box is checked, the "Remarks" section shall be utilized for explanation.

1. Does lhe command have sufficienl procedures o )
ensure lhal a CHP 735, Incident Response K yes | ONo | JNA Remarks.
Reimbursement Statement, is prepared for each
arrest thal meels the cost recovery criteria?

2. Whal are these procedures?

The Santa Rosa Court Officer examines each arrest report to delermine whether or not the arrest meels
the criteria for DUI cost recovery. The Court Officer makes an entry directly into the booking log to
indicate a CHP 735 is required (‘X' for collision, ‘O’ for non-collision response). The Court Officer
makes the AlIS entry and initials "Y' at the bottom of the arrest report to indicate a CHP 735 is required
and the report has been entered into AlS. The Court Officer provides the completed CHP 735’s to the
reviewing Lieutenant, makes a copy for a discovery file, and forwards the documents to clerical so they

can be sent to FMS.

3. Does the command have a specific employee(s)

assigned lo process all CHP 735 forms? R Yes | [INo [[JNA Remarks:

4. [f the answer to question 3 of this checklist is yes, is

the responsibility of processing alt CHP 735 forms X Yes | CINo |[JNA | Remarks

listed in their job description or any other document?

5 Are all CHP 735 forms forwarded to Fiscal
Management Section (FMS) properly with completed B4 Yes

D No D N/A Ramarks:

critenia in either Section A or Section B of the form?

CHP 680U (Rev 02-09) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

CHAPTER 8
COMMAND DUI COST RECOVERY

Page 2 0of4

6. Does the command have a suspense system in place
to facilitate notification of a conviction involving cases
meeting the requirements of the Driving Under the
influence (DUI) Cost Recovery Program? This would
involve cases where the following criteria applies:

» A Blood Alcohol Content (BAC) under .08%

¢ A chemical test i1s positive for drugs only

« There is no supporting BAC test of drug test (i.e.,
a refusal)

X Yes

(] No

CIN/A

Remarks- | N€ command
has access to the local
District Attorney’s
computer, allowing the
Court Officer to access -
conviction/warrant data.

7. Are CHP 735 forms completed based on the criteria
of Section A of the form being forwarded to FMS
within ten business days from one of the foliowing
dates?

e The date of BAC results of =.08% were received
o The date of BAC results of =.04% were received
for a commercial driver

X Yes

(I N/A

Remarks’

8. Are CHP 735 forms completed based on the criteria
of Seclion B of the form being forwarded to FMS
within ten business days from being notified of a
conviclion of California Vehicle Sections 23152 or
23153, or greater offence as a result of one of the
following?

» The person arrested refused to provide a
chemical test

« The arrest was for drugs only

o A BAC of <.08% was obtained

Yes

[J No

CINA

Remarks:

9. Is the ltemized Staff Hours section of the CHP 735
completed as required in Highway Patrol Manual
11.1, Administrative Procedures Manual, and
includes hours for all employees assigned to the
incident?

X Yes

J No

LIN/A

Remarks.

10. If the person arrested is lransient, is the case being
entered into the CHP 735A, Case Log-DUI Cosl
Recovery Program, wilhout forwarding the CHP 735
to FMS?

[]Yes

I No

X) NIA

Remarks. No transient arrests were
noled in AIS.

11. Are staff hours involved in the incident recorded on
the CHP 735 to the nearest ten minutes?

Yes

O No

[ N/A

Remarks:

12. Do the total number of staff hours charged on the
CHP 735 agree with the appropriate CHP 415, Daily
Field Record?

Yes

[J No

(3 NYA

Remarks:

13. Does lhe Notes portion of the CHP 415 indicate the
billable DUI time when the CHP 415 includes more
than one activity?

Yes

[J No

O] N/A

Remarks:

CIHP 680U (Rev 02-09) OPI1 010
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STATIE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
INSPECTION PROGRAWM
CHAPTER 8
COMMAND DUI COST RECOVERY
14 Are the staff hours incurred by members of the
Department for the following activities associated with | & Yes | [ No [ I N/A FRESIars:
an incident meeting the criteria for DUt cost recovery
included in the CHP 7357
o Response Time
s  On-Scene Investigation
¢ Follow-up investigation
¢ Report Writing
« Vehicle Storage
e Call Back
¢ Field Sobriety Tesling
o  Transportalion
»  Booking
e Chemical Testing
o Traffic Control
16. Are lhe staff hours for officers-in-charge, sergeants,
lieutenants, or captains listed on the CHP 735 for X Yes | [INo |[JN/A | Remarks.
time spent performing the activities listed in question
12 of this checklist and not exclusively supervisory
lasks?
16. Is the current hourly rate for reimbursement, sent out
to all commands via Comm-Net from FMS, being Yes | [INo | [JN/A | Remarks:
used?
17. Is a copy of the CHP 735 being retained at the
command and filed? Yes | [JNo |[[JN/A | Remarks:
18. Is the command utilizing the, optional, CHP 735A to .
track cases qualifying for the DUI Cost Recovery Yes | [JNo |[N/A | Remerks:

Program?

79 In the absence of a CHP 735A, how is the command tracking the DUI Cost Recovery Program?

N/A. The Santa Rosa CHP Area is using the CHP 735A.

20. Are commands using a case monitoring system to
track cases qualifying for the DUI Cost Recovery
Program including the following informalion in the
monitoring system?

+ Defendant Information
v Violation Information
e« Court Information

¢ FMS Information

o BAC lesl results

™ Yes

] No

LI N/A

Remarks:.

21. Are cases not resulting in a conviction within 12
months after submission to the District Atforney
closed out after court verification of case status?

X Yes

"I No

[ N/A

Remarks:

22. Do closed out cases on the monitoring system have
a line drawn through the Conviction Date and Date to

FMS as well as the reason the case was closed and
dale of last follow-up check?

Yes

(I No

[ N/A

Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAWM

CHAPTER 8
COMMAND DUI COST RECOVERY

23. Are refunds or overpayments, as a result of Remarks- Santa Rosa CHP has nol
- H a p=i e € i 5 :
erroneous charges, in an amount of = $5.00 being Oyes | CINo [ RINA |5 any relunds of ovarpayments

processed by the Department?

24. Is the command reviewing the quarterly reports sent
by FMS related to the submission of CHP 735 forms | X Yes | [JNo | [ NA

and case status identifying any deficiencies in the
submission and accountability of the DUI Cost
Recovery Program?

Question 25 pertains to Fiscal NManagement Section.

Remarks:

Rermarks:

25, Is FMS reviewing the CHP 735 forms for
completeness of information and returning deficient (O Yes CINo | [ NA

forms to the issuing command for corrections?

CHP 680U (Rev 02-09) OP! 010




State of California Business, Transportation and Housing Agency

Memorandum

Date: May 29, 2009

To: Golden Gate Division

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

From:
Golden Gate Division
FFile No.: 360.14058
Subject: COMMAND INSPECTION PROGRAM - DIVISION LEVEL INSPECTION

2ND QUARTER 2009

On May 28, 2009, in accordance with the Command Inspections Program Manual, HPM 22,1,

I conducted a Division Level inspection at Solano Area concerning Chapter 8, Command
Reimbursable Services and the DUI Cost Recovery Program. My Area contact for the inspection
was Captain Susan Ward.

Area has 23 reimbursable services agreements (RSAs) for fiscal year 2007/2008 and 2008/2009.
5 RSAs were selected randomly for inspection.

Arca docs not maintain a local RSA Jog (CHP 466), The Division log is used to reconcile the
RSA numbers and service provided dates. Area will implement a RSA log to lacilitate racking
agreements and to document the submission of the billing memorandum (CHP 467) to Fiscal
Management Section. Area will document the closing of each RSA per fiscal yvear on the CHP

460.

Arca will keep signed original RSAs in local {iles. Previously, Area was submitting original
RSAs to Fiscal Management Scction (I'MS).

Area will follow up on mileage reimbursement for grant funded services provided in the City of
Oakland (CalGrip). and for traffic control services provided to the City of Fairfield.

I inspected 20 of the 107 Incident Response Reimbursement Statements (CHP 735) prepared
within the last twelve months. 13 of 20 were submitted to FMS in accordance with departmental
policy. 6 of 20 Daily Field Record (CHP 415) recorded times did not support the recorded times
on the CI1P 735. 1 of 20 did not indicate the cause of the incident response but the documented
blood alcohol content confirmed the subject was driving under the influence.

Safety, Service, and Security

CHP 1P iRev 11-63) OPIOTS



Golden Gate Division
Page 2
May 29, 2009

Arca had CHP 735 tracking procedures in place which were functional. Area self inspected prior
to the Division level inspection and has updated procedures to ensure full compliance with
policy. Area has briefed changes to local procedures to ensure staff hours documented on the
CHP 415 agrees with stalf activity hours documented on the CHP 733.

Liculenant



ST.:ATE OF CALIFORNIA Command: Division; Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND {NSPECTION PROGRAM  |-5%ano ColdenGate I8
EXCEPTIONS DOCUMENT G. P. Tracey 014058 05/26/2009
Page 10f 3

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the nex! level of command where the document
shall be routed to and its due date. This documenl shall be ulilized to document innovative practices, suggestions for statewide
improvement. identified deficiencies, corrective aclion plans. A CHP 51 Memorandum may be used if additional space is required

B4 Corrective Action Plan Included

iINiEl ©F INSEESHIEH Total hours expended on the
X Division Level [_] Command Level inspection

[] Attachments Included
[C] Executive Office Level 2 5

Follow-up Required:

Yes ] No

Forward to: Golden Gate
Division

Due Date: June 30, 2008

LEEPORIE) R R Skl B
Command Reimbursable Servic

R R

hapter Inspection: 8
S R R R R

Inspector's Comments Regarding Innoati Practices:

e

None

| Inspector's Findings: e . S A TR R e A

Solano Area has 16 reimbursable services agreements between May 28, 2008 and May 28, 2009. For
FY 07/08 and 08/09 Area has 23 reimbursable services agreements. 5 reimbursable services
agreements were inspected. All reimbursable services files were reviewed and discussed with the

coordinator and the Commander.

Area reconciles their reimbursable services agreement (RSAs) numbers using the Division RSA log.
Area will implement a local RSA log (CHP466) to track agreement / billing memorandum submission
dates to Fiscal Management Section (FMS) and to document closing the RSA at the end of the fiscal

year.

Area will keep the signed original RSA (CHP465) and send copies to FMS.

4 Special Project Code (SPC) overtime reports were inspected, 2 require follow up by Area. SPC 764,
CalGrip-Oakland and SPC 265-City of Fairfield will be reviewed by Area to determine if mileage

reimbursement is indicated. e SR
‘_Q_Qmm‘quqer_"g Response: [[] Concur or [] Do Not Concur (Do Not Concur shall document basis fo[__{g_s_gggggl__"_"
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STATE OF CALIFORNIA T LS Chapter
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL S°"]' ‘:‘O‘ C;V(')lld en Gate | 8 per
COMMAND INSPECTION PROGRAM 22200 Dot
EXCEPTIONS DOCUMENT G. P. Tracey 014058 05/28/2009

F’age 2 of 3

Inspector’'s Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
elc.)

CorrectiveAct!o Plan/'ﬂmelne

See Commander's Corrective Action Plan attached.
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[T Reviewer discussed this report with
employee

[7] Concur {T] Do not concur

ST..ATE OF CALIFORNIA Command: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL S°'“| | é"' den Gat 8 pier
COMMAND |NSPECTION PROGRAM 22200 e T
EXCEPTIONS DOCUMENT G. P. Tracey 014058 05/28/2009
Page 3 of 3
[} Employee would like to discuss this report with CO@GNATW@“ DATE T
the reviewer, : F
(Sec HPM 9.1, Chapter 8 for appeal procedures.) G e @_}-’\O 2 ‘/1 S {O q
INSPECFOR'S SIGNATURE—" DATE L
e 5/28/09
REVIEWER'S SIGNATURE 4 DATE
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State of California Business, Transportation and Housing Agency

Memorandum

Date: August 12, 2009

To: Golden Gate Division

From: DEPARTMENT OF CALIFORNIA HHIGHWAY PATROL
Solano Area

File No.: 365.14402.11759
Subject: DUI COST RECOVERY CORRECTIVE ACTION PLAN

Area has reviewed the findings of the recent Chapter 8 inspection relating to DUI cost recovery
procedures currently in place.

In response to the recommendations made by the inspection team, Area has updated the Standard
7 )perating Procedures Manual to clearly delineate each employee’s responsibility in the
generation, review, and processing the each CHP 735 form. The specific actions and
responsibilities addressed are consistent with current policy.

Additionally, all area supervisors were trained at a staff meeting to ensure they clearly
understand their critical role in the proper and timely completion of a CHP 735 in every
applicable circumstance. The administrative sergeant has prepared a lesson plan which he will
present at the next area training day to remind officers of the proper way to complete the CHP
735 and all supporting documents. Finally, the Area CHP 735 clerk was briefed and trained on

her role in the processing of all CHP 735s.

It is-expected that the above action steps will be completed by October 1, 2009. Each action item

%ve

S. K. Ward, Captain
Commander

Safetv. Service. and Securitv



STATE OF CAUFORN'A- Command: Division: Chapler:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Solana Golden Gate 8
COMMAND INSPECTION PROGRAM  (=ore o
EXCEPTIONS DOCUMENT | G. P. Tracey 014058 05/28/2009
Page 10of 3

INSTRUCTIONS: This document shall be typed. Check appropriale boxes as necessary, or fillin the blanks as indicated. Enter the chapter
number of lhe inspection in the Chapler Inspection number. Under “Forward 10:" enter the next level of command where the document
shall be routed to and its due date. This document shall be ulilized to document innovative praclices, suggestions for statewide
improvemenl, identified deficiencies, correclive action plans. ACHP 51 Memorandum may be used if addilional space is required.

[ . B -
TYPE OF INSPECTION Total hours expended on the [X] Corrective Action Plan Included
Division Level [J Command Level | nSPection’

. [ Attachments Included
[J Executive Office Level 3

Forward to: Golden Gate

Follow-up Required: =
Division

X Yes [(JNo

Due Date: June 30, 2009

Inspectors Comments Regardmg Innovatsve Practlce |

None

| Command Suggestions for Statewide Improvement:

None

[ Tnspector's Findings: e

Area did a self inspection, prior to the Division level inspection, which allowed them to identify
exceptions to policy and procedure and make proactive changes to ensure compliance. See the

Commander's Corrective Action Plan for details.

107 DUI Cost recovery forms (CHP 735) were reviewed for 2008/2009. 20 CHP 735 forms were
inspected.

13 of 20 were submitted to Fiscal Management Section (FMS) on time.

6 of 20 had Daily Field Record (CHP 415) recorded times that did not support the recorded times on the
CHP 735.

1 of 20 did not indicate the cause of the incident reimbursement, but the documented blood alcohol
content confirmed the person was driving under the influence.

CH#? 680A (Rav 02-09) OP1 010



STATE OF CALIFORNIA s —
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Commantt 1 (e, Chapler.

COMMAND INSPECTION PROGRAM 221200 | Golden Gate | 8

Inspected by: Date:

EXCEPTIONS DOCUMENT G. P. Tracey 014058 05/28/2009 |
Page 20f3

Inspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
etc.)

E T TR g

rrctweActlon Plan/ﬁmelme

See Commander's Corrective Action Plan attached

CHP GEOA (Rev 02.09) OP1 010



STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL [ Command™ Division - Chapler:
COMMAND INSPECTION PROGRAM | o2l2no Golder Gale . ..o
EXCEPTIONS DOCUMENT G. P. Tracey 014058 05/28/2009
Page 3 of 3
H—['j Employee would like to discuss this repori wilh COMIANDER'S SIGNATURE DATE
the reviewer, .
___(8ee HPM 9.1, Chapler 8 for appeal procedures.) QJ(’L’( I 9
DATE ’
5/28/09
"[J Reviewer discussed this report with REVIEWER'S SIGNATURE OATE
employee ~
(2] Concur (7] Do not concur
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STATE OF CALIFORNIA Command: Division: Number:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Solano Golden Gate
INSPECTION PROGRAM Evaluated by: Date:
CHAPTER 8 G. P. Tracey 014058 05/28/2009
COMMAND DUI COST RECOVERY ﬁ;;‘e" by Date

INSTRUCTIONS: Answer individual items with “Yes” or "No" answers, or fill in the blanks as indicaled. Any "No" answers, discrepancies
with policy, applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section.
Additionally, such discrepancies and/or deficiencies shall be documented on an Exceplions Document and addressed to the next level of
command. Furlhermore, the memorandum shall include any follow-up andfor corrective action(s) taken. If this form is used as a Follow-
up Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

[ Division Level [] Command Level
[C] Office of Inspections [ Voluntary Self-Inspection
Follow-up Required: (] Follow-Up Inspection Outer
X Yes (] No BY: QV*-Q() 6/1&! oS

For applicable policies, refer to HPM 11.1, Chapter 20.

Note: If a "No" or "N/A” box is checked, the "Remarks” section shall be utilized for explanation.
1. Does the command have sufficient procedures 1o
ensure that a CHP 735, Incident Response K Yes | [INo |[]N/A | Remarks
Reimbursement Statement, is prepared for each
arrest that meets the cost recovery criteria?
2. What are these procedures?

Area conducled a self inspection prior to the Division inspection and has updated/corrected procedures.
See the Commander’s Corrective Action Plan for specific details.

In summary:

The CHP 735 is attached to the CHP 202.
The Court Officer enters the date the 735 was received into the AlS. -

The Admin Sgt suspense(s) the hard copy 736.
When the BAC is received a civilian support position enters that date inlo the AIS.
The Admin Sgt does a daily/weekly AlS check ~ finalizes appropriate 735(s) ~ has the 735(s) approved and sent to FMS, and

updates the AIS. {See Attachments)

Additionally: the Area SOP was updated for officer / supervisor(s) and civilian support responsibilities concerning the 735,
(See Atlachments)

CHP 680U (Rev 02-09) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

CHAPTER 8
COMMAND DUI COST RECOVERY

Page 2 of 4

&

Does the command have a specific employee(s)
assigned to process all CHP 735 forms?

) Yes

[J No

[ NA

Remarks Admin Sgl

If the answer to question 3 of this checklist is yes, is
the responsibility of processing all CHP 735 forms
listed in their job description or any other document?

X Yes

[J No

[JNIA

Remarks: SOP (Altached)

Are all CHP 735 forms forwarded to Fiscal
Management Section (FMS) properly with completed
crileria in either Section A or Section B of the form?

X Yes

I No

(1 N/A

Remarks:

Does the command have a suspense system in place

to facilitate notification of a conviction involving cases

meeting the requirements of the Driving Under the

Influence (DUI) Cost Recovery Program? This would

involve cases where the following criteria applies:

¢ A Blood Alcohol Content (BAC) under .08%

¢ A chemical test is positive for drugs only

e There is no supporting BAC test of drug tesl (i.e.,
a refusal)

Yes

(O No

I NIA

Remarks;

Are CHP 735 forms compleled based on the criteria

of Section A of the form being forwarded to FMS

within ten business days from one of the following

dates?

o The date of BAC results of =.08% were received

» The dale of BAC results of =.04% were received
for a commercial driver

K Yes

(] No

CJ NIA

Remarks

Are CHP 735 forms completed based on the criteria

of Section B of the form being forwarded to FMS

within ten business days from being notified of a

conviclion of California Vehicle Sections 23152 or

23153, or greater offence as a result of one of the

following?

e The person arrested refused to provide a
chemical test

e« The arrest was for drugs only

e A BAC of < ,08% was obtained

(O Yes

& No

[IN/A

Remarks: Area Correcled

Is the llemized Staff Hours section of the CHP 735
completed as required in Highway Patrol Manual
11.1, Administrative Procedures Manual, and
includes hours for all employees assigned to the
incidenl?

Yes

O Ne

[ N/A

Remarks:

CHP 680U (Rev 02-09) OPI1 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

CHAPTER 8
COMMAND DUI COST RECOVERY

Page 3 of d

10. If the person arrested is transient, is the case being
entered into the CHP 735A, Case Log-DUI Cost
Recovery Program, without forwarding the CHP 735
to FMS?

[ Yes

[J No

B N/A

Remarks: None lo dale.

11. Are staff hours involved in the incident recorded on
the CHP 735 to the nearest ten minutes?

Yes

[CJNo

[IN/A

Remarks:

12. Do the total number of staff hours charged on the
CHP 735 agree with the appropriale CHP 415, Daily
Field Record?

] Yes

X No

CIN/A

Remarks: Area Correcled

13. Does the Notes portion of the CHP 415 indicate the
billable DUI time when the CHP 415 includes more
than one aclivity?

[ Yes

X No

(I N/A

Remarks: Area Corrected

14. Are the staff hours incurred by members of the
Department for the following activilies associated with
an incident meeling the criteria for DUI cost recovery
included in the CHP 735?

+ Response Time

« On-Scene Invesligalion

o Follow-up Investigation
«  Report Wriling

¢ Vehicle Storage

» Call Back

o Field Sobriety Testing
¢ Transportation

¢ Booking

s« Chemical Testing

s Traffic Control

Yes

[ No

CIN/A

Remarks:

15. Are lhe staff hours for officers-in-charge, sergeants,

lieutenants, or captains listed on the CHP 735 for
time spen! performing the aclivities fisted in guestion
12 of this checklist and not exclusively supervisory
tasks?

(] Yes

(] No

X N/A

Remarks” None 10 dale

16. Is the current hourly rate for reimbursement, sent out
to all commands via Comm-Net from FMS, being
used?

X Yes

[J No

(I N/A

Remarks

17. Is acopy of the CHP 735 being retained at the
command and filed?

Yes

(J No

CINA

Remarks:

18. Is the command utilizing the, optional, CHP 735A to
track cases qualifying for the DUI Cost Recovery
Program?

Yes

] No

[JNIA

Remarks: Implemented May 2009

19. In the absence of a CHP 735A, how is the command tracking the DUI Cost Recovery Program?

Previously the Court Officer checked Court records weekly and advised the Admin Sgt when results/dispos were present to
justify approval of the 735, which was then signed by a manager and routed to FMS.

CHP 680U (Rev 02-08) ORI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

CHAPTER 8
COMMAND DUI COST RECOVERY

Page 4 of 4

20.

Are commands Lising a case monitoring system to
track cases qualifying for the DUI Cost Recovery
Program including the following information in the
monitoring system?

« Defendant Information

«  Violation Information

+  Courl Information

+«  FMS Information

o BAC teslresults

Yes

] No

CIN/A

Remarks: Courl Info and BAC
Test Resulls

21.

Are cases not resuiting in a conviction within 12
months after submission to the District Attorney
closed out after court verification of case status?

OVYes

X No

I N/A

Remarks: Area Corrected

22.

Do closed out cases on the monitoring system have
a line drawn through the Conviction Date and Date to
FMS as well as the reason the case was closed and
date of lasl follow-up check?

[]Yes

& No

(I N/A

Remarks: Area Corrected

23.

Are refunds or overpayments, as a result of
arroneous charges, in an amount of = $5.00 being

processed by the Department?

B Yes

[T No

3 NiA

Remarks’

24

Is the command reviewing the quarterly reports sent
by FMS reiated to the submission of CHP 735 forms
and case status identifying any deficiencies in the
submission and accountability of the DUI Cost
Recovery Program?

X Yes

[JNo

CINIA

Remarks:

Question 25 pertains to Fiscal Management Section.

25.

Is FMS reviewing the CHP 735 forms for

completeness of information and returning deficient
forms to the issuing command for ¢correclions?

(] Yes

O No

X N/A

Remarks: HQ

CHP 680U (Rev 02-09) ORI 010
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STATE OF CALIFORNIA Command: Division: Number:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Solano Golden Gate
INSPECTION PROGRAM Evalualed by: Date:
CHAPTER 8 G. P. Tracey 014058 05/28/2009
COMMAND REIMBURSABLE SERVICES ';:;z‘e" by: Date:

INSTRUCTIONS: Answer individual items wilth "Yes" or "No” answers, of fill in lhe blanks as indicated. Any"No" answers, discrepancies
with policy, applicable legal statues, or deficiencies noted in the inspections shall be commenled on via the “Remarks” section.
Additionally, such discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed o the nexl level of
command. Furthermore, lhe memorandum shall include any follow-up and/or corrective aclion(s) taken. If this form is used as a Follow-up
Inspeclion. lhe "Follow-up Inspeclion” box shall be marked and only deficient ilems need lo be re-inspecled.

TYPE OF INSPECTION

B<) Division Level

[7] Office of Inspections

[J Command Level

(] Voluntary Self-Inspection

Lead Inspector’

Fbllow-up Required: [J Follow-Up Inspection Compfander)s Signalure: Date:
Yes [ No . ) .
o . : —-@-u&g (QI/ 29\ |

For applicable policies, refer to HPM 11.1, Chapter 6.

Note: If a "No” or "N/A" box is checked, the “Remarks” section shall be utilized for explanation.

1.

Prior to the performance of services, is the
contracting party informed of lhe rates charged for
services. departmental equipment usage, and
cancellation policy?

X ves | [INo | [JNA

Remarks:

2

Does the billing rate include mileage and other
expenses such as uniform or equipment damage?

BYes | [INo |[JNA

Remarks

3

When a safety service is provided to another slale
agency, is the agency's five-digit billing code
obtained?

[(Yes | [JNo | X NA

Remarks No SSP Inspected

4

Is the billing code documented on the Reimbursable
Services Billing Memorandum?

[(JYes | [C]No N/A

Remarks. No SSP Inspecied

Is $50 charged for each CHP uniformed employee
assigned to the detail if the cancellation notification is
less than 24 hours prior to the scheduled service?

X Yes | [JNo |[C]INA

Remarks

6

fs & minimum payment of 4 hours overtime charged
when employee(s) could not be notified of the
cancellation of their service(s)?

RvYes | [INo [[INA

Remarks:

7 Is information regarding the procedures to obtain

necessary right-of-way clearances or permits, local
requirements, and other pertinent information made
available to inquiring parties?

XKYes | [INo |[JNA

Remarks:

s

Are written requests for specific services directed to
the appropriate command?

B ves | [INo | [JNA

Remarks

)

Are traffic conlrol services less than $50,000 '

ves | [JNo | [] N/A

Remarks

____approved by Division?
10 Are traffic control services estimated to be $50,000 or
......more approved by the Office of the Commussioner?
11, Are extraordinary protective services approved by the

1B Yes |

LINo | [INA

Remarks

B NIA

Assistant Commissioner, Field?

[yes | [1No

Remarks Division Handles

CHI? 680U (Rev 02-09) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
INSPECTION PROGRAM
CHAPTER 8
COMMAND REIMBURSABLE SERVICES
[ Questions 12 through 17 pertain to collecting advance deposits, = .
12. Is a Reimbursable Services Agreement (RSA) log
number requested from Division for every contract? B Yes | [INo | [ N/A | Remarks:
13. Is a CHP 485 form completed in accordance with
policy? l%_],.‘.’_?i,_, [:} No . I:J N/A Remarks:
14. Are advance payments collected from the contracting
company prior to the start of the service? K vYes | [INo | N/A | Remarks. I
15. Is a CHP 251 prepared and mailed to the contracting
company upon receipt of advance payments? | & Yes | [JNo | [C] N/A | Remarks! Hand Delivered
16. |Is a CHP 467 prepared and submitled to the Fiscal
Management Section upon completion of the K Yes | [TINo | [T N/A | Rematks.
contractual service(s)?
17. Is a copy of the CHP 465 attached to the weekly
CHP 230, and if applicable, a CHP 169? X Yes | [ONo | []NA | Remarks:
Questions 18 through 31 pertain to the preparation of agreements, =~ . .0 0 ' '
18. Is a CHP 466 maintained? L
Yes [ No [J N/A | Remarks: Area Uses Division Log
19. Do RSA numbers begin wilh the letter “R" to denote
reimbursable services, followed by two digit fiscal K Yes | [ONo | [JN/a | Remarks:
year, lhree digit location code, and a sequential
number for each agreement?

20. Is the CHP 4686 closed out at the end of each fiscal o
year with a new log implemented on July 1 beginning | (] Yes | [No N/A | Remarks: Area Uses Division Log
with the sequential number 0017?

21. Are all sequential numbers accounted for when o
reconciling with the Billing Memorandum? OYes | [JNo | (XN | Remarks: Division Handles

22 Are sequenlial numbers nol matching Billing

... Memorandums reconciled? | CDYes | [INo | BN | REmens:
23 Is the eriginal RSA signed and filed at Area? B Remarks Area Conecled f Had sent
) R [—] Y?S ) l\’(] No D N/A onginalstofFms
"24. Does the command proceed with all RSA~ | |
arrangements. and if needed, ensure the requeslor B Yes | [JNo | [JN/a | Remarks
has oblained the necessary right-of-way, clearances,
______ ____and permils? —
25. Is lhe indemnification clause included in the _
) agreement when requested? B Yes | {No | [JNA | Remarks:

26. Is the inclusion of the indemnification clause
approved by the Department of General Services, X Yes | [ONo | [N | Remarks:
__Office of Legal Services?

27 If the service is over $50,000 per occasion, is a
CHP 78R prepared and submitted to Contract Yes | [[JNo | [C] N/A | Remarks: CHP78A - City of Fairfield
Services Unit? (BR# 23-0102)

28. Is a copy of the resolution, order, motion, or -~
ordinance of the local governing body obtained when | [X] Yes | [JNo | [J N/A | Remarks: Commander Verified
one of the contracting parties is a county, city, district,

N or other local public body? ~
29. Are dignitary prolection services referred to the Office
__of Dignitary Protection? [ Yes | [ONo | [[]N/A | Remarks:

CHP 680U (Rev 02-09) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

CHAPTER 8
COMMAND REIMBURSABLE SERVICES

Page 3of4

30. Are CHP 312 forms, CHP 313 forms, and CHP 467

Remaiks: No statewide agreements

Services Division, Field Supporl Section?

forms prepared when a statewide agreement is in (] Yes [ No N/A
effect?

31. When slate agencies are requesting a statewide _
agreement, are they referred to Enforcement Yes | [JNo |[J N/A | Rematks

Questions 32 through 38 pertain to training agreement procedures and reporting for services provided. .o

32. Isa CHP 230 prepared by the contracting party when
fees are collected on the day of the training session?

(] Yes

[ No

N/A

Rematks: None

Are the original CHP 487 and contract agreement
submitted to Fiscal Management Section (FMS) upon
completion of services (other than COZEEP,
MAZEEP, extraordinary proteclive services, and
special projects) within 5 days?

Are copies of CHP 467 forms forwarded to the next
level of review?

33.

34

X ves

[ No

< Yes

[T No

CINIA

Remarks

[NA

Remarks

s (he date when the Billing Memorandum was sent to
FMS noted on the Reimbursable Services Control
Log?

35.

(] Yes

X No

(] NA

Remarks Area Corrected

Is a copy of the command'’s Reimbursable Services
Control Log forwarded or e-mailed to the Division
Coordinator at the end of each month?

36.

X Yes

[J No

] NA

Remarks: Area Uses Division Log /
Area Will Implement Local Log

Is the Reimbursable Services Control Log verified
with the copies of the Billing Memorandums to ensure
all reimbursable time has been reported to FMS for
billing purposes?

37.

X Yes

JNo

C] N/A

Remarks:

38. Are outslanding items being inspected and resolved?

] Yes

[ No

[1N/A

Remarks:

special projects.

Questions 39 through 52 pertain to extraordmary protective services and report of overtime hours for reimbursable

39. Is a copy of the CHP 467 and CHP 465 submllted lo

FMS upon completion of extraordinary protective [JYes | [JNo |[X] N/a | Remarks. None
services? .
40. Is a reimbursable special project code obtained on
B every contractual service? B Yes | [[I1No | [JN/A | Remarks
41 Isthe overtime report(s) for reimbursable special
project(s) used to reconcile CHP 415 forms for each | [ Yes | [[I1No |[J N/A | Remarks
_special project? — S I N S T
42. Are the special pro;ecl codes on the overtime
report(s) verified to ensure the correct special project | B9 Yes | [JNo | [] N/A | Remarks
code has been used? I Y S
43. Are all corrections noted on the overtime report(s)?
o [X} Yes [:] No I._l N/A Remarks
44 Are overtime reports approved and dated by the
commander afler recongiling? B Yes | [CINo |[C] N/A | Remarks.
45. Is the original overlime reporl(s) forwarded to FMS?
- g Yes D No E’ N/A Remarks:
46 isa copyl?f the overtime report forwarded to Division Remarks: NLT 4 working days after
byihe 10 of the month (excep! COZEEP/MAZEEP)? Yes | [CINo | [ N/A | o nless extonded
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DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

CHAPTER 8
COMMAND REIMBURSABLE SERVICES

Page 4 of 4

future services?

47. Are all COZEEP/MAZEEP reports forwarded to
Division by the 15" of the month? Yes | [ No | [JN/A | Remarks
48. Are all COZEEP/MAZEEP reports approved by o
Division and forwarded to FMS by the 30" of the OJvYes | [INo KA | Remarks: Division
month?
49. Is a copy of the CHP 71 attached to the overtime
report(s) when there are reimbursable nonuniformed | K Yes | [JNo | [JNA Remarks:
___personnel hours? .
50. Is an amendment of service agreement requested .
orior to the fund being depleted, and if necessary, is | B Yes | [JNo | CJN/A | Remarks:
the service disconlinued?
51. Are all payments made directly to FMS?
Yes l:lNO DN:’A Remarks:
52. Does the command require delinquent companies to ,
pay outstanding invoices in full prior to providing any | [J Yes | [ No | [ NA | Remarks: i) lgandics

CHP 680U {Rev 02-09) OP1010




AREA: %U/‘""JO

TOTAL RECORDS: 7
RECOR . Lo
DS EXAMINED: -
ARREST
FOR
ARREST OTHER CONVICTION 415 415

DATE OF DATE 735 BAC/DORUG | FOR DUI EVENT DATE BAC DATE iF ATTACHED|{ CORRECT
ARREST | SUBMITTED | RESULTS T/ICYIN | (BOL) Y/N | AVAILABLE APPLICABLE Y/N Y/N NOTES
2/22{2009 4/4/2009 0.14|Y 4/2812009 Y Y

2182009 5/4/2009 0.26|Y 4/28/2009 Y Y
5/16/2009 512172009 0.11|Y 5/16/2009 Y Y 735 time less than 415
5/14/2009 6/8/2009 0.22]Y 6/2/2009 Y N Fitzhugh time charged twice

12/13/2008 4/22{2009 0.211Y 1/16/2009 Y Y Memo attached w/ time explanation

21282009 4/17/2009 0.1|1Unknown 2/28/2009|Unknown Y N DRE Eval?
5/15/2009 6/8/2009 0.17|Y 6/212009 Y Y 735 time less than 415
712472008 |Unknown 0.2|Y Unknown Y Y

4/8/2009 5/14/2009 0.22|Y 5/6/2008 Y N 30 minutes unsupported Konvalin
3/23/2009 4/2412009 0.23|Y 4/8/2009 Y N 1 hour unsupported Shuler
512312009 5/28/2009 0.15|Y 5/23/2009 Y Y
2/18/2009 411712009 0.21|Y 3/4/2009 Y Y 735 time less than 415

9/8/2008| Unknown 0.31|Y Unknown Y Y 735 time less than 415

2/9/2009 5/4/2009 0.18lY 4/28/2008 Y N 50 minutes unsupported Lovato

5/9/2008|  5/26/2009 0.15]Y 5/21/2009 Y N 2 hours unsupported Aguilar
4/24/2009 5/13/2009 0.161Y 5/11/2009 Y Y
4/27/2009 5/20/2009 0.3]Y 511412009 Y Y
2/14/2009 4/17/2009 0.18]Y 2/14/2009 Y Y
4/22/2009 5/13/2009 0.22|Y 5/11/2009 Y Y
4/15/2009 5/14/2009 0.17]y 5/11/2008 Y Y
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State of California . Business, Transportation and Housing Agency

Memorandum

Date: June 1, 2009
To: Golden Gate Division
From: DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

Santa Rosa Area

File No.: 360.14058

Subject: COMMAND INSPECTION PROGRAM - DIVISION LEVEL INSPECTION
2ND QUARTER 2009

On May 26, 2009, in accordance with the Command Inspections Program Manual, HPM 22.1,

I conducted a Division Level inspection at Cordelia Inspection Facility, CIF, concerning Chapter
8, Reimbursable Services and the DUI Cost Recovery Program. My contact for the inspection
was Lieutenant Mike Ferrell. Lieutenant Ferrell is the CIF Commander, and we had met and -
discussed the inspection process prior to my arrival. I was aware that CIF had proactively self
inspected their applicable files. CIF does not engage in any reimbursable services and has no
DUI Cost Recovery Program files. The CIF overtime report files were inspected. Lieutenant

Ferrell was personally involved in the inspection process and was very open to suggestions for

improvement,

If you have any questions concerning this memorandum, please contact me at the Santa Rosa

Area at (707) 588-1400.

G. P. TRACEY, Lieutenant
Field Operations Officer

Safety, Service, and Security

CHP S1WP (Rev. 11-86) OP1 076



EEQZER%GSS# EEE'XISFORN,A HIGHWAY PATROL Command_: Division: Chapter:
COMMAND INSPECTION PROGRAM [ Cordelialf | Golden Gate |8
EXCEPTIONS DOCUMENT G. P. TRACEY 014058 05/26/2009

Page 1 0of 3

INSTRUCTIONS: This document shall be typed. Check appropriale boxes as necessary, or fill in the blanks as indicaled. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:" enter the next level of command where the document
shall be routed 1o and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvemen, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION Total hours expended on the (] Corrective Action Plan included

Division Level [] Command Level inspection:
, . (] Attachments Included
[[] Executive Office Level 25

Follow-up Required: Forward to: 301

8= Cor
e e g SN D e S e e e SR
Inspector's Comments Regarding Innovative Practices:

Area documents overtime report submission date to Division on top right of Area copy.

| Command Suggestions for Statewide Improvement: \

Correct question 46 (and policy) “date" to reflect due date of 4 working days after end of FL.SA period
unless extended

[ Inspector’s Findings: ]

Area does not have any reimbursable service agreements or contracts to inspect.
Only questions §, 6, 41 through 47, and 49 apply.
No exceptions noted.

| Commander's Response: EF Concur or L] Do Not Concur (Do Not Concur shall document basis for response) |

CHP 680A (Rev. 02-09) OP] G10



STATE OF CALIFORNIA
DEPARTWMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT
Page 2 of 3

Command: Division: Chapter:
Cordelia IF Golden Gate 8

Inspected by: Dale:

G. P. TRACEY 014058 05/26/2009

efc.)

Inspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,

[=F,

B S RS,

None

CHP 680A (Rev. 02-09) OPI 010



STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL EOmAEnd: EIED P
COMMAND INSPECTION PROGRAM | SoidelialE | Golden Gate |8
EXCEPTIONS DOCUMENT G. P. TRACEY 014058 05/26/2009
Page 3 of 3
(] Employee would like to discuss this report with COMMANDER'S SIGNATURE DATE
the reviewer. e \M'Q—Q‘Qk o -5-0%
(See HPM 9.1, Chapter 8 for appeal procedures.) —\""“,._.._\ )
INGP S IGNAFORE DATE
& 09
[ Reviewer discussed this report with REVIEWER'S SIGNATURE REIE i
employee
(] Concur (] Do not concur

CHP 680A (Rev. 02-08) OF1010
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+ STATE OF CALIFORNIA Command: Division: Number:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Corde[ia |F Golden Gate
INSPECTION PROG RAM Evalualed by: Date:
CHAPTER 8 G. P. TRACEY 014058 05/26/2009
COMMAND REIMBURSABLE SERVICES Assisted by: Date:

N/A

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any "No" answers, discrepancies
with policy, applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. -
Additionally, such discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the nexl level of
command. Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this formis used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector's Signature:

Division Level (] Command Level
[[] Office of Inspections O Voluntary Self-Inspection
FO”OW-Up Required: D FO”OW-Up Inspection Commander's Signature: Date:

OYes  XNo g o o] e-5-cn

For applicable policies, refer to HPM 11.1, Chapter 6.

:Note: [f:a“No™ or:*N/A”box is checked Ahe- 'Remarks "seelion s hallbeutiizéd for.explanation:*

1. Prior to the performance of services, is the CGFh imbursabl
contracting party informed of the rates charged for Oves | ONo | X NA ?:r'v"iz;k:égem::t;o reimoursasie
services, departmental equipment usage, and
cancellation policy?

2. Does the billing rate include mileage and other

expenses such as uniform or equipment damage? [Yes | [JNo N/A | Remarks:
3. When a safety service is provided to another state .
agency, is the agency's five-digit billing code (Yes | OONo | X N/A | Remarks:
obtained? 2
4. s the billing code documented on the Reimbursable .
Services Billing Memorandum? [JYes | [INo | X N/A | Remarks:

5. Is $50 charged for each CHP uniformed employee

assigned to the detail if the cancellation notification is Yes | [ONo | [ N/A | Remarks:
less than 24 hours prior to the scheduled service?
6. Is a minimum payment of 4 hours overtime charged Remarks: COZEEP | MAZEEP

when employee(s) could not be notified of the Yes | [JNo [OJNA
cancellation of their service(s)?

7. Is information regarding the procedures to obtain i
necessary right-of-way clearances or permits, local COYes | ONo N/A | Remarks: COZEEP/ MAZEEP
requirements, and other pertinent information made )
available to inquiring parties?

8. Are written requests for specific services directed to

the appropriate command? [ Yes (1 No N/A | Remarks:
9. Are fraffic control services less than $50,000 R ks:
approved by Division? [dYes | [OJNo N/A. | Remarks:

10. Are traffic control services estimated to be $50,000 or R =
more approved by the Office of the Commissioner? [(JYyes | [CINo N/A | Remarxs:

11. Are extraordinary protective services approved by the ' = ks:
Assistant Commissioner, Field? []Yes [JNo N/A emarks:

CHP 680U (Rev. 02-09) ORI 010



STATE OF CALIFORNIA ’
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
CHAPTER 8
COMMAND REIMBURSABLE SERVICES

Page

20f4

Questions 12 thiough A7 pertain to Collecting aAvance deposits

‘1“2. ls a Réiﬁﬂb'ursable S.-en.;ib.és"Agrelement ( RSA) log

estions:18't

hi3

number requested from Division for every contract? | [ Yes (] No N/ | Remarks:
13. Is a CHP 465 form completed in accordance with )
policy? [Yes | [No | [X /A | Remarks:
14. Are advance payments collected from the contracting .
company prior to the start of the service? [JYes | [INo | [ N/A | Remarks:
15. Is a CHP 251 prepared and mailed to the contracting i
company upon receipt of advance payments? [(JYes | [ONo | X N/A | Remerks:
18. Is a CHP 467 prepared and submilted to the Fiscal s:
Management Section upon completion of the OvYes | [JNo N/A | Remarks:
contractual service(s)?
17. Is a copy of the CHP 465 attached to the weekly )
CHP 230, and if applicable, a CHP 1697 [JYes | [INo | [KIN/A | Remarks:

18 Is a CHP 466 maintained?

D Yes D No N/A Remarks:

19. Do RSA numbers begin with the letter “R” to denote ]
reimbursable services, followed by two digit fiscal [JYes | No N/A | Remarks:
year, three digit location code, and a sequential
number for each agreement?

20. Is the CHP 466 closed out at the end of each fiscal ]
year with a new log implemented on July 1 beginning | [] Yes O No | [XI N/A | Remarks:
with the sequential number 0017

21. Are all sequential numbers accounted for when .
reconciling with the Billing Memorandum? [JYes | [JNo | [JN/a | Remarks:

22. Are sequential numbers not matching Billing o
Memorandums reconciled? 7] Yes [ No | X N/A | Remarks:

23. Is the original RSA signed and filed at Arca? )

D Yes D No N/A Remarks:

24. Does the command proceed with all RSA )
atrangements, and if needed, ensure the requestor [JYes | [JNo N/A | Remarks:
has obtained the necessary right-of-way, clearances,
and permits?

25. Is the indemnification clause included in the )
agreement when requested? [(JYes | [JNo N/A | Remarks:

26. Is the inclusion of the indemnification clause s:
approved by the Department of General Services, [lYes | ONo | X N/a | Remarks:
Office of Legal Services?

27. If the service is over $50,000 per occasion, is a .
CHP 78R prepared and submitled to Contract (Jyes | [ No N/A | Remarks:
Services Unit?

28. Is a copy of the resolution, order, motion, or N -
ordinance of the local governing body obtained when | [] Yes I No N/A | Remarks:
one of the contracting parties is a county, city, district, | |
or other local public body?

29. Are dignitary protection services referred to the Office - R k.
of Dignitary Protection? [JYes | [ No N/A | Remarks:

CHP 680U (Rev. 02-09) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
CHAPTER 8
COMMAND REIMBURSABLE SERVICES

30. Are CHP 312 forms, CHP 313 forms, and CHP 467

forms prepared when a statewide agreement is in OvYes | [ONo N/A | Remarks:
effect?

31. When state agencies are requesting a statewide Bl e
agreement, are they referred to Enforcement (JYes | [ONo N/A '
Services Diyision, Field S_L_Jpp(_)rt'Sectic_)_r!'_? _

orting:for:ser

32. Is a CHP 230 prepared by the contracting party when ‘ —

fees are collected on the day of the training session? | []Yes | [] No N/A | Remanks:

33. Are the original CHP 467 and contract agreement Remarks:
submitted to Fiscal Management Section (FMS) upon | [(JYes | [JNo | [ N/a | Remarks:
completion of services (other than COZEEP,
MAZEEP, extraordinary protective services, and
special projects) within 5 days?

34. Are copies of CHP 467 forms forwarded to the next

level of review? [(DYes | [JNo | [K N/A | Rematks:
35. Is the date when the Billing Memorandum was sent to = o
FMS noted on the Reimbursable Services Control Oves | ONo N/A | Remars:
Log?
36. Is a copy of the command's Reimbursable Services )
Control Log forwarded or e-mailed to the Division OvYes | [ONo N/A | Remarks:

Coordinator at the end of each month?

37. Is the Reimbursable Services Control Log verified Rermarks:
with the copies of the Billing Memorandums to ensure | {J Yes | [ No N/A | Remarks:
all reimbursable time has been reported to FMS for
billing purposes?

38. Are outstanding items being inspected and resolved?

D as D No N/A Remarks:

FMS upon completion of extraordinary protective (JYes | [JNo N/A | Remarks:
services?

40. Is a reimbursable special project code obtained on Remarks:
every contractual service? CdYes | [INo | XIN/A | Remarks:

41. Is the overtime report(s) for reimbursable special Remarks:
project(s) used to reconcile CHP 415 forms for each Yes | (O No | [ N/A | Remarks:
special project?

42. Are the special project codes on the overtime X .
report(s) verified to ensure the correct special project Yes | (ONo | [ON/A | Remarks:
code has been used?

43. Are all corrections noted on the overtime report(s)?

Yes | [JNo | [JN/A | Remarks:

44. Are overlime reports approved and dated by the

commander after feconciling? X Yes | [JNo | []N/A | Remarks: _— t
45, Is the original overtime report(s) forwarded to FMS? Remarks: A manual tracking system
7 (date) for report submission has been
Yes D No D N/A implemented

‘46, Is a copy of the overtime report forwarded to Division ' ' _ ina d i
by the 10" of the month (except COZEEP/MAZEEP)? Yes | [ONo | [JN/A | Femarke: NLT & working days afer

CiHP 680U (Rev. 02-08) OPI1 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
INSPECTION PROGRAM
CHAPTER 8
COMMAND REIMBURSABLE SERVICES

47. Are all COZEEP/MAZEEP reports forwarded to et
Division by the 15" of the month? Yes | [JNo |[JN/A :

48. Are all COZEEP/MAZEEP reports approved by Remarks:
Division and forwarded to FMS by the 30™ of the CDyes | [OJNo N/A *
month?

| 49. Is a copy of the CHP 71 attached to the overtime Rareniias
report(s) when there are reimbursable nonuniformed | K Yes | [ONo | [JN/A '
personnel hours?

50. Is an amendment of service agreement requested Hamisiion
prior to the fund being depleted, and if necessary,is | []Yes | [JNo N/A ‘
the service discontinued?

51. Are all payments made directly to FMS? . .

D Yes D No @ N/A Remarks:

52. Does the command require delinquent companies to e

pay outstanding invoices in full prior to providingany | [JYes | [ONo N/A ‘
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S EPARTVIET OF GALIFORNIA HIGHIAY PATROL SIS plsion: e
COMMAND INSPECTION PROGRAN [ MarinArea | Golden Gate | Chapter 8
EXCEPTIONS DOCUMENT Sergeant Osuna 05/11/2009
Page 1 of 3

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:" enler the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

TYRERRIHERmRIoN Total hours expended on the [] Corrective Action Plan Included
(] Division Level Command Level | Inspection:
[ Attachments Included
[ Executive Office Level 12 hours
Forward to:

Follow-up Required:

(] Yes [J No

Due Date: 05/19/2009

Chapter Inspection:

Inspector's Comments Regarding Innovative Practices:
None

[ Command Suggestions for Statewide Improvement: ]
None

[ Inspector’s Findings: ,
There seemed to be a conflict in several questions. Questions 23 and 33. Most reimbursable

contacts and control numbers come Golden Gate Division.

[Commander's Response: [J Concur or [] Do Not Concur (Do Not Concur shall document basis for response) |

Inspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
etc.) —
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Page 2 of 3

Commang: Division: Chapler:
Marin Area Golden Gate Chapter 8
Inspected by: Date:
Sergeant Osuna 05/11/2009
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM  |-Marin firea

EXCEPTIONS DOCUMENT
Page 3 of 3

Command: Division: Chapfer:
Golden Gate | Chapter 8
Date:
Sergeant Osuna 05/11/2009

Corrective Action Plan/Timeline

[_J Employee would fike to discuss this report with
the reviewer.
(See HPM 9.1, Chapter 8 for appeal procedures.)

COMMANDE RS IGNATUR& 7

At v7

'/?""aﬂ-/'v

7

DA;E ﬁ Z/’

iNS OR'S SIGNATUR
J C, / r/‘/

/)

DATE
d/// 67

,f{,»;z&-—-—
[T Reviewer discussed this report with REVIEWER'S SIGNATURE DATE
employee
[C] Concur [C] Do not concur

CHP 680A (Rev. 02-09) OP1 010
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STATE OF CALIFORNIA Command: Division: Number:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Marin Area Golden Gate Chapter 8
INSPECTION PROGRAM Evaluated by: Dale:
CHAPTER 8 SergeantG.Osuna 05/11/2009
COMMAND REIMBURSABLE SERVICES Assisted by: Date:
Officer R. Winnie / LT. Raleigh | 05/12/2009

INSTRUCTIONS: Answer individual items with "Yes” or "No” answers, or fill in the blanks as indicated. Any “No" answers, discrepancies
with policy, applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section.

Additionally,

command. Furthermore, the memorandum shall include any follow-up and/or corrective action(s)

taken.

such discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of

If this form is used as a Foliow-up

Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

Lead Inspector's Signature:

TYPE OF INSPECTION i
(] Division Level Command Level g . -‘)
/) llenit ([Aoee—
[[] Office of Inspections (] Voluntary Self-inspection & g
Follow-up Required: [] Follow-Up Inspection Comman’c_:ltgr’s Signature:/ ) / Date:
[]Yes []No BY: /04//////%/// 05/14/2009
For applicable policies, refer to HPM 11.1, Chapter 6. /
Note: If'a’No"or N/A%box.is.checked, the “Remarks” section shall be utilized for explanation.
1. Prior to the performance of services, is the ,
contracting party informed of the rates charged for XvYes | [(ONo |[JNa | Remarks:
services, departmental equipment usage, and On CHP 465
cancellation policy?
2. Does the billing rate include mileage and other ,
expenses such as uniform or equipment damage? Yes | [JNo | [JN/A | Remarks:
3. When a safety service is provided to another state )
agency, is the agency's five-digit billing code OYes | CINo N/A | Remarks:
obtained?
4. s the billing code documented on the Reimbursable )
Services Billing Memorandum? [TYes | [(ONo |[XIn/A | Remarks: B
5. 1s $50 charged for each CHP uniformed employee )
assigned to the detail if the cancellation notificationis | (X Yes | [JNo | LI N/A ROmBAS:
less than 24 hours prior to the scheduled service? —
6. Is a minimum payment of 4 hours overtime charged ,
when employee(s) could not be notified of the K Yes | [INo | [JNa | Remerks:
cancellation of their service(s)? =
7. Is information regarding the procedures to obtain _
necessary right-of-way clearances or permits, local KYes | [ONo | [InN/A | Remarks:
requirements, and other pertinent information made
available to inquiring parties?
8. Are written requests for specific services directed to ]
the appropriate command? K Yes | [INo | [JN/A | Remarks:
9. Are traffic control services less than $50,000 o ,
approved by Division? [ Yes | [ONo | [JN/A |Remarks:CvenR¥s
10. Are traffic control services estimated to be $50,000 or ‘
more approved by the Office of the Commissioner? ClYes | [INo | XIN/A RSmSTE: _
11. Are extraordinary protective services approved by the )
Assistant Commissioner, Field? [dYes | [INo N/A | Remarks:
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INSPECTION PROGRAM

CHAPTER 8
COMMAND REIMBURSABLE SERVICES

Page

20f4

Questio
12. 1s a Reimbursable Services Agreement (RSA) log
number requested from Division for every contract? X Yes | [ONo [[JNA Remarks: B
13. Is @ CHP 465 form completed in accordance with
policy? B Yes | [INo | [JN/A | Remarks: L )
14. Are advance payments collected from the contracting
¢ompany prior to the start of the service? X Yes | [INo | [JN/A | Remarks:
15. Is a CHP 251 prepared and mailed to the contracting
company upon receipt of advance payments? Yes | [INo | [JN/A | Remarks:
16. Is a CHP 467 prepared and submitted to the Fiscal _
Management Section upon completion of the Yes | [INo |[OnA | Remarks:
contractual service(s)?
17. Is a copy of the CHP 465 attached to the weekly ) .
CHP 230, and if applicable, a CHP 169°? Yes | [JNo | [JN/A | Remarks: CHP 169 does not exist

aratioy

SR qth- h

ts

e

18. Is a CHP 466 maintained?

X Yes | [INo | [JN/A | Remarks: o

19. Do RSA numbers begin with the letter “R”" to denote _

reimbursable services, followed by two digit fiscal 5 vYes | ONo |[IN/A | Remarks:

year, three digit location code, and a sequential

number for each agreement?
20. Is the CHP 466 closed out at the end of each fiscal _

year with a new log implemented on July 1 beginning | X Yes | [INo | LJN/A emaic

with the sequential number 0017 S P |
21. Are all sequential numbers accounted for when vs: Golden Gate Division

reconciling with the Billing Memorandum? [IYes | [INo |[XIN/A | Remarks: Bowden =ae N
22. Are sequential numbers not matching Billin o

Nlemorclmdums reconciled? ° ’ Cyes | [JNo N/A | Remarks: Golden Gate Division
23. Is the original RSA signed and filed at Area? Sves | CIno | A Remarks: Conflict w/ 6-10 D
24. Does the command proceed with all RSA .

arrangements, and if needed, ensure the requestor KYes | ONo | [INA Remarks:

has obtained the necessary right-of-way, clearances,

and permits? o
25. Is the indemnification clause included in the ‘

agreement when requested? Yes | [INo | [ N/A | Remarks: p
26. Is the inclusion of the indemnification clause .

approved by the Department of General Services, K Yes | [INo |[JN/A | Remarks:

Office of Legal Services?
27. |f the service is over $50,000 per occasion, is a )

CHP 78R prepared and submitted to Contract Xl Yes | [INo |[XIN/A | Remarks:

Services Unit? —
28. Is a copy of the resolution, order, motion, or )

ordinance of the local governing body obtained when Yes | [INo |[JN/A | Remarks:

one of the contracting parties is a county, city, district,

or other local publicbody? | |} N e
29. Are dignitary protection services referred to the Office _

of Dignitary Protection? Yes | [ No | [JNia | Remarks: }
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
CHAPTER 8
COMMAND REIMBURSABLE SERVICES

Page

30. Are CHP 312 forms, CHP 313 forms, and CHP 467
forms prepared when a statewide agreement is in
effect?

(] Yes

O No

N/A

Remarks:

3of4

31. When state agencies are requesting a statewide

[1Yes

] No

D N/A

Remarks:

- lg‘é CHP 230 pfé‘bea d by the contracting party when

fees are collected on the day of the training session? | [1Yes | [ No N/A | Remarks: ~
33. Are the original CHP 467 and contract agreement - Refer to Question 23

submitted to Fiscal Management Section (FMS) upon | [X] Yes | [JNo | CIN/A Remarks: Refer o (uestion

completion of services (other than COZEEP,

MAZEEP, extraordinary protective services, and

special projects) within 5 days?
34. Are copies of CHP 467 forms forwarded to the next )

level of review? K Yes | [INo | [N | Remarks:
35. |s the date when the Billing Memorandum was sent to ,

FMS noted on the Reimbursable Services Control Yes | CINo | CINA | Remarks:

Log? -
36. Is a copy of the command’s Reimbursable Services '

Control Log forwarded or e-mailed to the Division K Yes | [ONo |[JNA REa:

Coordinator at the end of each month? — e
37. |s the Reimbursable Services Control Log verified Remarks:

with the copies of the Billing Memorandums to ensure Yes | [JNo | CIN/A | Remars:

all reimbursable time has been reported to FMS for

billing purposes? -
38. Are outstanding items being inspected and resolved? .

[JYes | [INo | [ NiA | Remarks:

R

3-9. 'is a copy ofth

FMS upon completion of extraordinary protective [JYes | [INo |[X N | Remarks:
services?
40. Is a reimbursable special project code obtained on .
every contractual service? M vYes | [(ONo | L1NA Remarks: ~
41. Is the overtime report(s) for reimbursable special =
project(s) used to reconcile CHP 415 forms for each Kves | [(ONo | LINA IREAMATSS
special project?
42. Are the special project codes on the overtime .
report(s) verified to ensure the correct special project Kvyes | [INo |[INA Remarks:
code has heen used?
43. Are all corrections noted on the overtime report(s)? )
[JYes | [ONo N/a | Remarkss
44. Are overtime reports approved and dated by the i
commander after reconciling? [JYes | [ONo | [ N/A | Remarks:
45, Is the original overtime report(s) forwarded to FMS? .
D Yes D No N/A Remarks: |
46. Is a copy of the overtime report forwarded to Division Remarks:
by the 10" of the month (except COZEEP/MAZEEP)? | [ ] Yes [1No N/A | Remarks:
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

CHAPTER 8

COMMAND REIMBURSABLE SERVICES

47. Are all COZEEP/MAZEEP reports forwarded to ‘
Division by the 15" of the month? Yes | [ONo | [JNiA | Remarks:

48. Are all COZEEP/MAZEEP reports approved by i
Division and forwarded to FMS by the 30" of the Yes | [INo |[JN/A | Remerks:
month?

“749. Is a copy of the CHP 71 attached to the overtime ,
report(s) when there are reimbursable nonuniformed | [JYes | B No (] N/A | Remarks:
personnel hours?

50. Is an amendment of service agreement requested ,
prior to the fund being depleted, and if necessary, is | [1Yes | [INo | XIN/A Al
the service discontinued?

51. Are all payments made directly to FMS? )

D Yes D No g N/A Remarks:

52. Does the command require delinquent companies to ,

pay outstanding invoices in full prior to providing any | [J Yes | [INo N/A | Remarks:

CHP 680U (Rev. 02-09) OPI 010




DLPARTVENT OF CALIFORNIA HIGHWAY PATROL  Cominand. Oy Chapter:
COMMAND INSPECTION PROGRAM [ MarinArea | Golden Gate _ Chapter ®
EXCEPTIONS DOCUMENT Sergeant Osuna 05/12/2009
Page 1 of 2

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

TIREGR RAFEOTEN Total hours expended on the (] Corrective Action Plan Included
[ Division Level [X) Command Level | MSPection:
[ Attachments Included
[] Executive Office Level 6 hours
Forward to:

Follow-up Required:

Due Date: 05/19/2009

] Yes [1No

Inspector’s Comments Regarding Innovative Practices:

None
[ Command Suggestions for Statewide Improvement: -
none
[inspector’s Findings: ;

This inspection revealed that the Area does not have a suspense system in place to faciliate
notification of a conviction involving cases meeting the requirements of the Driving Under the
Influence (DU) Cost Recovery Program. The Area will start a monthly suspense file, as a reminder
to the Court Officer.

[ Commander’s Response: [] Concur or [] Do Not Concur (Do Not Concur shall document basis for response) }

Inspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
etc.)

CHP 6B0A (Rev. 02-09) OP1010



S LPARTUENT OF ALIFORNIA HIGHWAY PATROL Samitng: Division; Chigpter:
COMMAND INSPECTION PROGRAM  [MarinArea | Golden Gate i grapier 2
EXCEPTIONS DOCUMENT Sergeant Osuna 05/12/2009
Page 2 of 2 ‘

Corrective Action Plan/Timeline

=7
[C] Employee would iike to discuss this report with COMMA}-:V'S SIGNAW'} v DATE
. d 7 D it -—
the reviewer. / ( ,{f/// ,/ %ff/é;y 5 / /5%1;;
PE

(See HPM 9.1, Chapter 8 for appeal procedures.)

INSPECTOR'S SIGNATURE»f DATE

[T Reviewer discussed this report with REVIEWER'S SIGNATURE DATE
employee
[J Concur (] Do not concur

CHP 680A (Rev 02-09) OPI 010



STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

CHAPTER 8

COMMAND DUI COST RECOVERY

Page 1of4
Command: Division: Number:
Marin Area Golden Gate | Chapter 8
Evaluated by: Date:
Sergeant G. Osuna 05/11/2009
Assisted by: Date:
LT. Raleigh, OSS | Mares, OA '
Adams 05/18/2009

INSTRUCTIONS: Answer individual items with "Yes” or “No” answers, or fill in the blanks as indicated. Any "No” answers, discrepancies

with policy, applicable legal statues, or deficiencies noted in the insp
Additionally, such discrepancies and/or deficiencies shall be documented on an Exceptions
command. Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If th

ections shall be commented on via the "Remarks” section.
Document and addressed to the next fevel of

is form is used as a Follow-

up Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspector's Signature:

e -
[T] Division Level Command Level A fd’i ol —
(7 Office of Inspections (7] Voluntary Self-Inspection
Follow-up Required: (] Follow-Up Inspection chmar@e{fignamrg;--'{ w7 Date
[Jyes  [INo BY: S 49/// A 05/18/2009:
o
For applicable policies, refer to HPM 11.1, Chapter 20. /
Note: If a "No” or "N/A” box is checked, the “Remarks” section shall be utilized for explanation.
1. Does the command have sufficient procedures to i

ensure that a CHP 735, Incident Response

Reimbursement Statement, is prepared for each

arrest that meets the cost recovery criteria?

X Yes

O No

I N/A

2. What are these procedures?

Standard Operating Procedure (SOP), Officer Assistant Arrest Logs, Accident Review Officer notes. CHP 215 Collision Box

3. Does the command have a specific employee(s) . OAAd
assigned to process all CHP 735 forms? < Yes | (ONo |[JN/A | Remarks: ams

4. |If the answer to question 3 of this checklist is yes, is . Arrest Procedures Bind
the responsibility of processing all CHP 735 forms Yes | [INo | [JN/A | Remarks: s Procedures Sindet
listed in their job description or any other document? '

CHP 680U (Rev. 02-09) OPI 010
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5,

Are all CHP 735 forms forwarded to Fiscal
Management Section (FMS) properly with completed
criteria in either Section A or Section B of the form?

Yes

] No

LI N/A

Remarks:

Does the command have a suspense system in place

to facilitate notification of a conviction involving cases

meeting the requirements of the Driving Under the

Influence (DUI) Cost Recovery Program? This would

involve cases where the following criteria applies:

e A Blood Afcohol Content (BAC) under .08%

e A chemical test is positive for drugs only

« There is no supporting BAC test of drug test (i.e.,
a refusal)

X Yes

O No

[ N/A

Remarks: Courl Officer keeps a file
and checks for conviclions
periodically.

Are CHP 735 forms completed based on the criteria

of Section A of the form being forwarded to FMS

within ten business days from one of the following

dates?

o The date of BAC results of =.08% were received

o The date of BAC results of =.04% were received
for a commercial driver

Yes

[ No

LI N/A

Remarks:

Are CHP 735 forms completed based on the criteria

of Section B of the form being forwarded to FMS

within ten business days from being notified of a

conviction of California Vehicle Sections 23152 or

23153, or greater offence as a result of one of the

following?

e The person arrested refused to provide a
chemical test

s The arrest was for drugs only

e A BAC of < .08% was obtained

X Yes

[J No

I N/A

Remarks:

Is the Itemized Staff Hours section of the CHP 735
completed as required in Highway Patrol Manual
11.1, Administrative Procedures Manual, and
includes hours for all employees assigned to the
incident?

Yes

I No

I N/A

Remarks:

10.

If the person arrested is transient, is the case being
entered into the CHP 735A, Case Log-DU} Cost
Recovery Program, without forwarding the CHP 735
to FMS?

Yes

[ No

[JN/A

Remarks: None to date

11.

Are staff hours involved in the incident recorded on
the CHP 735 to the nearest ten minutes?

X Yes

[ No

O NA

Remarks:

12.

Do the total number of staff hours charged on the
CHP 735 agree with the appropriate CHP 415, Daily
Field Record?

Yes

I No

O N/A

Remarks:
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13.

Does the Notes portion of the CHP 415 indicate the
billable DU time when the CHP 415 includes more
than one activity?

X Yes

[ No

CIN/A

Remarks:

14.

Are the staff hours incurred by members of the
Department for the following activities associated with
an incident meeting the criteria for DUI cost recovery
inctuded in the CHP 7357

Response Time

On-Scene Investigation

Follow-up Investigation

Report Writing

Vehicle Storage

Call Back

Field Sobriety Testing

Transportation

Booking

Chemical Testing

Yes

[J No

CIN/A

Remarks:

Traffic Control

15.

Are the staff hours for officers-in-charge, sergeants,
lieutenants, or captains listed on the CHP 735 for
time spent performing the activities listed in question
12 of this checklist and not exclusively supervisory

X Yes

I No

[ N/A

Remarks: Pre-set

18.

tasks?
Is the current hourly rate for reimbursement, sent out
to all commands via Comm-Net from FMS, being

used?

Yes

[INo

CIN/A

Remarks: Arrest Reports

17.

Is a copy of the CHP 735 being retained at the
command and filed?

Yes

(7 No

CIN/A

Remarks:

18.

Is the command utilizing the, optional, CHP 735A to
track cases qualifying for the DUI Cost Recovery

Yes

[ No

I NIA

Remarks:

19.

Program?

In the absence of a CHP 735A, how is the command tracking the DUI Cost Recovery Program?

N/A

20.

Are commands using a case monitoring system to
track cases qualifying for the DUI Cost Recovery
Program including the following information in the
monitoring system?

Defendant Information

Violation Information

Court Information

FMS Information

BAC test results

Yes

[J No

1 N/A

Remarks:
Booking logs and tracks in AlS
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21.

Are cases not resulting in a conviction within 12
months after submission to the District Attorney
closed out after court verification of case status?

Yes

] No

CINA

Remarks:

22.

Do closed out cases on the monitoring system have
a line drawn through the Conviction Date and Date to
FMS as well as the reason the case was closed and
date of last follow-up check?

Yes

I No

CIN/A

Remarks: Monitors thru EGIS

23.

Are refunds or overpayments, as a resuit of
erroneous charges, in an amount of = $5.00 being
processed by the Department?

[J Yes

[JNo

X N/A

Remarks: Done at Fiscal
Management Section

24,

Is the command reviewing the quarterly reports sent
by FMS related to the submission of CHP 735 forms
and case status identifying any deficiencies in the
submission and accountability of the DUI Cost
Recovery Program?

X Yes

[ No

O N/A

Remarks:

Question 25 pertains to Fiscal Management Section.

25,

Is FMS reviewing the CHP 735 forms for
completeness of information and returning deficient
forms to the issuing command for corrections?

Yes

[ No

1 N/A

Remarks:
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State of Californin Business, 1 l‘u'lilsp(n'lnli()n and Housing Agency
Mecmorandum

Date: June 12,2009

To: Golden Gate Division

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
Golden Gate Division

From:

[File No.: 360.14058

Subject: COMMAND INSPECTIONS PROGRAM ~ CASTRO VALLEY AREA

On May 27, 2009, Golden Gate Inspection Team 2 comprised of Lieutenant G. Tracey, and
Sergeant Fd Dela Cruz, inspected the DUT Cost Recovery Program files and Reimbursable
Service Agreement files of Castro Valley Area. The Inspection Team was assisied by Lieutenant

C. Day, Castro Valley Area
The Inspection Team reviewed a random sample of 35 of 139 Incident Response Reimbursement

Statements (CHP 733) within the past twelve months, and made the Tollowing observations:

CHP 735 not submitted o Fiscal Management Section. FMS. within policy Lmelines.

23 0f 35

$ol33: No date of submission to FMS indicated.
20035 Section A and B / All Boxes Checked.

1 ol 35 Officer hours not separated on CHP 735
10035 The CHP 735 was submitted (o 'MS twice.

General observations: The Daily Field Record. CHP 415(s), is attached to the CHP 735 and is
reviewed for accuracy. Area self-inspected the DUJ Cost recovery Program files prior to the
Division Inspection, and identified that the CHP 415 “Notes” section had not been used (0
support CHP 735 time(s) per HPM 11.1. Area has corrected this exception. Arca had no formal
procedure 1o ensure completion of the CHP 735 prior 1o 09/2008. Area has developed and
implemented local procedures and has briefed the DUI Cost Recovery Program policy and
procedures Lo ensure accurate reporting of staff activity time.

Arca has S reimbursable services agreements, (RSAs). 4 of the 5 agreements are for traffic
control services with the same requesting party. 1 of the 5 reimbursable services agreements.
talfic control services for the County of Alameda, is a year long agreement the billing for which
is handled via Division overtime reporting, Special Project Code 877.

Safety, Service, and Security

™



Ciolden Gate Division
Page 2
June 12,2000

Arca did not have proof of county permit approval in RSA files. Area did not have county
permit approval process information 1 provide to requesting parties.

Area did nol have signed original RSAs in each [ile and had no method for tracking submission
of the Billing Memorandum, CHP 467, 1o Fiscal Management Section.

Area will prepare local procedures to indicate the required contents of an RSA file and lo ensure
proper approvals and timely submission of billing documents.

Arca self inspected the RSA [iles prior to the Division inspection. Area has identified exceptions
Lo accepted procedure and is working toward full compliance with policy.

%'%‘rcze 3
G. P TRACEY
l.icutenant



State of California Business, Transportation and Housing Agency

Memorandum

Date: June 8, 2009

To: Golden Gate Division

From: DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
Castro Valley Area

File No.: 375.12455.12455

Subject: CHP 735 (DUI COST RECOVERY) INSPECTION -
CORRECTIVE ACTION PLAN

On May 27, 2009, a Division-level inspection for the preceding 12-month period was conducted
of the CHP 735 (DUI Cost Recovery) files in the Castro Valley CHP Area. Inresponse to that
inspection, the Castro Valley Area has created this Corrective Action Plan.

HISTORY:

In October 2008, it was determined that field personnel were not correctly indicating billable
time on their CHP 415 (Daily Field Record). Field personnel were instructed to indicate the
defendant’s name or arrest case number on each line entry of the CHP 415 when a CHP 735 was
to be completed. Field Personnel were also reminded that a CHP 735 was required for any
alcohol-related incident that “required a response” and not simply as a result of a collision. In
addition, sergeants were required to review all CHP 735 forms and the accompanying CHP 415
forms to ensure the CHP 735 was completed correctly. The sergeants were directed to initial the
CHP 735 form when they finished their review.

When the Castro Valley Area learned that the DUI Cost Recovery program would be inspected, a
thorough self inspection was conducted using the checklist contained in Highway Patrol Manual
(HPM) 22.1, chapter 8. Several issues were identified. The self inspection revealed the

following:

e All CHP 735 forms, regardless of blood alcohol results, were incorrectly forwarded to
Fiscal Management Section (FMS). Once received, FMS returned any CHP 735 that
required additional follow-up.

¢ When the CHP 735 forms were received from FMS, there was no procedure in place to

follow-up. The forms were simply filed.
» The Office Assistant responsible for submitting completed CHP 735 forms did not fully

understand the program.
o There was no tracking system in place for CHP 735 forms and the optional CHP 735A

form was not in use.
Safety, Service, and Security
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There was no system in place to determine case dispositions for CHP 735 forms with
blood alcohol contents under 0.08, refusals, drug-only arrests, etc.

Several CHP 735 forms were located that were over one year old that still required
follow-up. FMS was contacted and the Area was informed that any CHP 735 over 12-
months old was too old to process. Those CHP 735 forms were closed and filed.

CHP 415 forms did not indicate “billable hours” in the notes section as required by

policy.

CORRECTIVE ACTION PLAN:

After identifying the numerous issues, the following corrective action steps were taken:

April 2009: Lt. Day provided training to R. Amedio, #A15045, the Office Services
Supervisor I, and C. Candelaria, #A13641, the Office Assistant responsible for
processing CHP 735 forms. This training included an overview of the program, when
CHP 735 forms were required to be sent to FMS, when CHP 735 forms required follow-
up, timeframes for submitting completed CHP 735 forms, and how to track open CHP
735 cases.

April 2009: Lt. Day created an Excel spreadsheet used to track CHP 735 forms. The
spreadsheet included all of the required information as indicated in HPM 11.1, chapter
20.

April 2009: Lt. Day created an advanced search in the Area Information System (AIS)
that was used to determine what DUI-related collisions required a CHP 735 form. This
search generated a list of collisions for 2008 and 2009.

April 2009: Ms. Candelaria was directed to review the 2008 AIS list and determine
which CHP 735 form was over 12 months old. Those CHP 735 forms were closed and
filed. Ms. Candelaria was also instructed to enter all CHP 735 information for the
remaining 2008 CHP 735 forms and all of the 2009 CHP 735 forms into the Excel
spreadsheet. Once all of the information was entered into the spreadsheet Ms.
Candelaria was able to determine which cases did not have a completed CHP 735 form
even though one was required. Ms. Candelaria generated a list of missing CHP 735
forms that was forwarded to the sergeants. The sergeants were directed to meet with
each officer and ensure a CHP 735 form was completed immediately.

April 2009: Ms. Candelaria was directed to run the advanced search in AIS weekly and
generate a list of any missing CHP 735 forms.

April 2009: Lt. Day generated a briefing item regarding CHP 415 requirements when
completing a CHP 735 form.

April 2009: Officer Dilling, the Area Accident Review Officer, modified the cover sheet
used when turning in a collision report to include a notation about CHP 735 forms.
April 2009: Officer Rhoades, the Area Evidence/Court Officer, meodified the cover sheet
used when turning in an arrest report to include a notation about CHP 735 forms.
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o April 2009: Lt. Day met with Officer Rhoades and Sgt. Perea to discuss court follow-up
procedures. On a weekly basis Ms. Candelaria was instructed Lo provide Officer
Rhoades with a list of CHP 733 cases requiring follow-up. Officer Rhoades was
instructed 1o take the list to court on a weekly basis and check the dispositions of the
listed cases. Afier completing the check, Officer Rhoades was directed to provide all
information to Ms. Candelaria who would, in turn, process the CHP 735 form for any

case that resulted in a conviction.

ISSUES IDENTIFIED DURING THE DIVISION-LEVEL INSPECTION:

All of the issues identified in the self inspection were discussed with the Division

L
Inspectors.

e There was no system in place to track CHP 735 forms for “transients”. In June 2009, Lt.
Day modified the CHP 735 Excel spreadsheet to include a column for transients and
discussed properly processing of the CHP 735 forms with Ms. Candelaria and Ms.
Amedio.

SUMMARY':

Although numerous issues were identified during the inspections, al) of the issues have been
resolved. In addition, Area will update the Standard Operating Procedures (SOP) to ensure the
new CHP 735 procedures are described in detail. Finally, Area will continue to take an active
role in managing CHP 735 forms.

C.B. DAY, Licutenant
Acting Commander
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Area had no local procedure to ensure proper completion of Incident Response Reimbursement
Statement, CHP 735, prior to 09/2008.

CHP 735 forms in the past twelve months. A random sampling of 35 reimbursement
stalements was inspected. 12 of the 35 forms were submitied to Fiscal Management Section within .
policy timelines. 1 stalement was approved / submitted twice, but the staff activity hours remained the
same, and were supporied by the Dally Field Record (CHP 415). CHP 415(s) were attached to the
reimbursement statements, but the recorded times were not detailed to fully supporl the staff activity

times listed in the CHP 735, in strict accordance with departmental policy.

Area prepared 139

Area implemented tracking and submission procedures (see attachments) which are outlined in the
Commander's Corrective Action Plan.

Area will implemeni the CHP 735A fo support tracking of “Section B 735s and “Transient” 735s.

Area will review DUI Cost Recovery program policy and procedures with all uniformed personnel and
applicable non-uniformed personnel.

i Commander's Response: [] Concur or [J Do Not Concur (Do Not Concur shall documenl basis for response)
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Command [hwvision: Number
Castro Valley | Golden Gate
Evalualed by Date
G. P. TRACEY 014058 05/27/2009
Assisled by’ Date
E. DELACRUZ 014968 05/2712009

s dicaled  Any "Ne” answers, discrepancies

INSTRUCTIONS: Answer indivigual items wilh "Yes™ or "N¢” answers, or fill iy the blanks as
oled n lhe nspectons shal! be commenled on via the "Remarks’ sechion

hall be documented on an Exceplions Document and addressed to ihe next level of
if s form 18 used as a Follow-

with policy. applicable legal statues. or deficiencies n
Additionally. such discrepancies and/or deficiencies $

command Furthermore, the memorandum shall include any follow-up and/or corrective achion(s) taken
up inspechon, the "Follow-up Inspection” box shall be marked and only dehicient items need 1o be re-mspected

Y0P OF INSPECTION

(%) Division Level [] Command Level

[T Voluntary Self-Inspection

Lead Inspeclor s Signalure
T

/W~7

[7) Office of Inspeclions
Follow-up Required: [ Follow-Up Inspection Conia/n;uapder's S’f},nalwei , Date:
[ ves [ No BY: O i & 5095

- For applicable policies, refer to HPM 11.1, Chapter 20.

Note: If 2 "No" or “N/A" box is checked, the "Remarks” seclion

shall be utilized for explanation.

ensure that a CHP 735, Inciden! Response

arres! tha: meels ihe cost recovery criteria?

1. Does the command have sufficient procedures 1o

Relrnbursemeni Staiement. 1s prepared for each

Remarks. Arez is working on an
SOf Corrections began 10/08 and
continued 04/09

Z  What are (nesg proceouregs?

assigned o process all CHP 735 forms?

3. Does lhe command have a specific employee(s)

Remarks:

4. If the answer o question 3 of this checklist is yes, is
the responsibilily of processing all CHP 735 forms
listed in their job description or any other documenl?

[JYes | K No |[JNA
X Yes | [INo | [ NA
X Yes ] No ] N/A

Remarks SO allached.

CHP 680U (Rev 02-08; OP! 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA FIGHWAY PATROL

INSPECTION PROGRAM
CHAPTER 8
COMMAND DU! COST RECOVERY

Page 2014

5 Are all CHP 735 forms lorwarded lo Fiscal
Managemen! Seclion (FMS) properly wilh compieled
criteria in either Seclion A or Seclion B of the form?

(1 vYes

] NIA

Remarks Area has corecled

6 Does lhe command have a suspense sysiem in place
lo lacilitate notification of a conviclion involving cases
meeting lhe requiremenis of the Driving Under the
Influence (DUl) Cost Recovery Program? This would
involve cases where the following crilena applies
o A Blood Alcohol Conlent (BAC) under 08%

e A chemical tesis posiiive for drugs only
o There s no supporling BAC lesl of drug test (1.€.,

4 Yes

TTNIA

Remarks.

a rejusal)

7. Are CHF 735 forms completed based on the criteria
of Section A of the form being forwarded to FMS
withir len business days from one of the following
dales?

« The date of BAC resulls of ==,08% were received
o The daie of BAC resulls of =.04% were received
for a commercial driver

4 Yes

[ No

() NIA

Remarks

8 Are CHP 735 forms completed based on the criteria
of Seclion B of the form being forwarded to FMS
within ten business days from being notified of &
conviclion of California Vehicle Sections 23152 or
23152, or greater offence as a result of one of the
ioliowing?

o The person arresled refused Lo provide &
chemical tesl

o The arresl was for drugs only

o ABAC of = .08% was oblained

[ Yes

X No

L) NA

Remarks: Area has correcled

o s the llenized Staff Hours seclion of the CHP 738
compleled as required in Highway Patro! Manual
11.1, Administralive Procedures Manual, and
includes hours for all employees assigned (o the

inciden!?

< Yes

[T No

L) NIA

Remarks

10 Ii the person arresied 1s transient, is the case being
enlered nio the CHP 735A, Case Log-DUI Cosl
Recovery [Program, withoul forwarding the CHP 735

[JYes

[X) No

Remarks The CHP 735A was not -
used as 2 lrackig mechanism. Area
has correcled.

(o FME?
11 Are slall hours mvolved in the incident recorded on
the CHP 725 to the neares! ten minules?

B ves

[C] No

BA

Remarks:

> Do the lolal number of staff hours charged on the
CHP 735 agree wilh the appropriate CHP 415, Daily

2 ves

[ No

] N/A

Remarks: Area self idenlilied /
correcied this issue in 10/2008.

Fieid Record?
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13 Does lhe Notes portion of the CHP 415 indicale the
billable DUI ime when the CHP 416 includes more
than one aclivity?

] Yes

[ No

(I N/A

Remarks Area began corrections
04/2009

4. Are the slafi hours Incurred by members of the

Depariment for [he iollowing activities associated with

an incident meeling the critenia for DUI cosl recovery
mciudged n the CHP 7357

v Response Time

v On-Scene Investigation
o [Follow-up Invesligation
s Repori Writing

v Vehicle Slorage

¢« Call Back

¢ Field Sobriety Tesiing

« Transportaiion

«  Booking

¢ (Chemical Tesling

[ Yes

[J No

T NIA

Remarks

¢ Traffic Control

Are the stafi hours for officers-in-charge, sergeants,
lieutenants. or caplains listed on the CHP 735 for
iime spent performing the activities lisied in question
12 of this checklist and not exclusively supervisory

lasks 7

[]Yes

B4 No

(] NIA

Remarks Nec incidents lo dale apply

16. Is the current hourly rate for reimbursement, sent out

io ali commands viz Commi-Net from FMS. baing

{30 Yes

"} No

3 N/A

Remarks

UsSeG”?
17 Is a copy of the CHP 735 being retained al the
command and filed?

[ Yes

[ No

I NIA

Remarks:

18 is the command ulilizing the, optional, CHP 735A to
frack cases qualifying for the DUI Cost Recovery

[]Yes

X3 No

] nNA

Remarks

Program?

‘9 In the absence of a CHP 735A, how is the command tracking the DUI Cost Recovery Program?

Area uses a dalabase spreadsheel, the T/C tracking coversheet, the arrest log and AlS lo track DUI Cosl recovery. Area is
looking very closely at the tracking mechanisms 1o ensure they are all inclusive.

20 Are commands using & case monitoring syslem (o
track cases qualifymg for the DUI Cos! Recovery
Program ncluding the following information in the
moniloring system?
¢ Delendant Informaiion
« Violahon Information
o Court Information
o FIS Informalion

d Yes

] No

(I WA

Remarks Weekly Courl Officer case
chisposition run

o BAC lest resulls

CHP 680U (Rev 02-09) OP1010
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21 Are cases nol resulting in & conviction: within 12
moenths alter submigsion lo he District Allorney
closed out after couri veriiicalion of case stalus?

[T Yes

T INO

'5:

R

Remarks Ares has corrected by
implemenung the CHI? 735/

27 Do closed oul cases on the monitoring syslem have
a line: drawn through the Conviction Date and Daie (0
FMS as well as the reason the case was closed and
daie of fast follow-up check?

[]yes

[>3 No

......

Rematks.

23, Are reiunds or overpaymenis, as a result of
erroneous charges, in an amount of = $5.00 being

(] Yes

[

No

X N/A

Remarks.

processed by the Department?

24 s the command reviewing the guarterly reports sent
by FiAS related lo the submission of CHP 735 forms
and case slatus identifying any deficiencies in the
submission and accountability of the DUI Cost

Yes

(J No

L] N/A

Remarks: As of 1% Quarler 200¢

Recovery Program?
Question 25 pertains to Fiscal Management Section.

25. 1s FMS reviewing the CHP 735 forms for
compieteness of information and returning deficient
iorms 1o the issuing command for corrections?

] Yes

(I No

L] N/A

Remarks

CHP B&OU (Rev 62-0¢) OPI 010




State of California Business, . .asportation and Housing Agency

Memorandum
Date: June 8. 2009

Ta: Golden Gate Division

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

From:
Castro Valley Areca
File No.: 375.12455.12455
Subject: REIMBURSABLE SERVICES AGREEMENT INSPECTION -

CORRECTIVE ACTION PLAN

On May 27, 2009, a Division-level inspection for the preceding 12-month period was conducted
of the Reimbursable Services Agreement files in the Castro Valley CHP Area. Inresponse to
that inspection, the Castro Valley Area has created this Corrective Action Plan.

When the Castro Valley Area learned that the Reimbursable Services Agreement program would
be inspected, a thorough self inspection was conducted using the checklist contained in Highway
Patrol Manual (HPM) 22.1, chapter 8. The self inspection was conducted by Office Services
Supervisor I (0SS I) R. Amedio, #A15045. The self inspection revealed the following:

The Castro Valley Area had five (5) reimbursable services agreements. 100% of the

agreements were examined.

Four of the reimbursable services agreements were coordinated by the former OSS I. Ms.
Amedio, the current OSS I, was not involved in acquiring, processing, or managing the
prior agreements, Ms. Amedio was responsible for the most recent agreement. There
were no errors on the agreement obtained by Ms. Amedio.

Two of the five agreements did not have the commander’s signature as required.

Three of the five agreements did not have the original documentation on file at the Area.

One of the agreements did not contain a copy of the county resolution.
Two of the agreements did not have invoices sent to Fiscal Management Section (FMS)

within five days as required.
When four of the agreements were in use, the control log was not forwarded to Division

as required.

Safety, Service, and Security
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1SSUES IDENTIFIED DURING THE DIVISION-LEVEL INSPECTION:

¢ There was no procedure in place to provide inquiring parties with county permit contact
information.

o There was no procedure in place for the assigned officer/sergeant to notify the

reimbursable services agreement coordinator in the event of a short notice cancellation,

normal cancellation, or refund deposit.

There was no procedure in place for the assigned officer/sergeant to notify the

reimbursable services agreement coordinator if additional hours and mileage were

expended.

The overtime documents were kept in multiple locations (Reimbursable services

agreements kept in one file; CHP 71 forms in another file; CHP 415 forms in CARS;

overtime reconciliation reports kept in a binder; etc.). This made it difficult to compare

all of the documents to verify the billing information.

There was 1o system in place to verify when an overtime report was sent to FMS or

Division.

CORRECTIVE ACTION PLAN:

1t is not possible 1o correct past etrors on the reimbursable services agreements. 0SS 1
Amedio will ensure all policies and procedures are followed for future agreements.

Area will create a form to be provided to the requesting party that will indicate how to get
the necessary permits, resolutions, etc. This form will be generated by July 1, 2009.

Arca will discuss with the Overtime Coordinator the need for timely notifications of
cancellations, refunds, or additional hours and mileage used. In addition, a briefing item
will be prepared to inform field personnel of the new requirements. This will be
accomplished by July 1, 2009.

The overtime documents relating to reimbursable services agreements were consolidated
in June 2009. The reimbursable services agreement file now contains the agreement,
other relevant documentation, and the overtime documents (CHP 415 and CHP 71

forms).

Area will make a notation on the overtime reconciliation report showing the date it was
forwarded to FMS and Division. This will occur on the next overtime report due on June

15, 2009.
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SUMMARY':

All of the identified issues from the self inspection were for past agreements. The issues
identified during the Division inspection will be addressed and Area will continue to take an
active role in managing reimbursable services agreements.

;
| AT .,

o
C. B. DAY, Lieutenant
Acting Commander



State of Calilfornia Business, 1 ransportation and Housing Agency

Mcecmorandum

Date: June 1. 2000

To: Golden Gate Division

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

From:
Santa Rosa Area
File No.: 360.14058
Subject: COMMAND INSPECTION PROGRAM - DIVISION LEVEL INSPECTION

2ND QUARTER 2009

On May 27, 2009, in accordance with the Command Inspections Program Manual, HPM 22.1,

| conducted a Division Level inspection at Castro Valley Area concerning Chapter 8.
Reimbursable Services and the DUI Cost Recovery Program. I was assisted in the inspection by
Serocant Fdward Delacruz, #014968. My Area contact for the inspection was Lieutenant Chris
Dav. Licutenant Dav is the Area Acting Commander and we had discussed the inspection
process prior o my arrival. | was aware that Area had proactively self inspected their
Reimbursable Services and DUI Cost Recovery files. Lieutenant Day welcomed the Inspection
Team 10 Castro Valley Arca. and provided us with a comfortable and private focation in which to
work. |icutenant Day was personally involved in the inspection process and was very open (o

suggestions for improvement.
[l vou have any questions concerning this memorandum, please contact me al the Santa Rosa

Area al (707) 588-1400.

e

e —
===

G. P. TRACEY. Lieutenant
IField Operations Officer

Safety, Service, and Security
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INSTRUCTIONS This document shall be typed. Check appropriate boxes as necessary, of fill in the blanks as indicaled. Enter the chapter
number of the mspection mn the Chapter Inspection number. Under “Forward (o:” enier the nexl level of command where the documenl
shall be rouled (o and iis due date. This document shall be utilized lo document innovative praclices. suggeslions for statewide .
improvement, idenliied deficiencies. corrective aclion plans. A CHP 51 Memorandum may be used if addilional space is required.

TYPE OF INSPECTION Total hours expended on the [3J Corrective Action Plan Included

inspection’

[ Division Level [ Command Level
4 attachments Included
[} Executive Office Level 45

i Follow-up Required: E Forward lo: 301

{ Due Date: June 30, 2009

Al R TIRR i 'i\i : il oyt N
! Chapter Inspection: 8 — Command Reimbursable Services !
e o 4
| Inspector's Comments Regarding [nnovative Practices: .. e o

None

“Command Suggestions for Statewide Improvement:

None

Inépect or's Findings: ‘ )
rmit approval in RSA file and provide county permit application

Area will provide proof of county pe
contacl information to requesting parties.

Area will prepare an SOP for RSA to include uniformed approval signature and designated
approval in the absence of the commander.

Area will ensure that the original RSA (CHP 465) is signed and filed at Area.

Area will ensure that billing memorandums (CHP 467) are submitled to FMS in a timely manner.
Area will develop a method for officer/supervisor notification to RSA coordinator regarding shor

notice / cancellation / refund deposil — as well as notification if additional (unexpected) hours and
mileage were expended.

Area will develop a manual tracking (date sent) method for the original overtime report fransmission
to FMS and an email tracking for the overtime report to Division. File copies will be marked

accordingly.
Area will ensure that the CHP 71 for reimbursable overtime hours, non-uniformed, are kept in the

overtime report file.

CH¥ 880/ (Rev 02:09) OPIEIG
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["Commander's Response: [l Concur or [} Do Not Concur (Do Not Concur shall document basts for response) .

Command Gision,

8
)

{:hdptu

CASTRO VLY GOLDEN GATE !
I

ale
05

2?!2009

- Inspecior's Comments: Shalt address non concurrence by commander (€.9., findings revised, findings unchanged,
eic,)

Requned Acﬂon
s \H“,-’ il ;ﬂ;‘w;mmt”,_ 7
| Corrective Action PIan/TImelme

See Commander's Corrective Action Plan attached.

E D—rmptuym would fike to discuss this report with
I’ he reviewer
(See HPM 9 1. Chapler 8 for appeal procedures )

employee

COMMANDER'S SIGNATURE __ DA‘I'E
o % 07
i nmr e

 [Jconcur [ Do nol concur

il 6804 (Rer 0204y ORI (iU

-/mo7

X .___.,‘;.,_.Uh S
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STATE OF CALIFORNIA
DERPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

CHAPTER 8

COMMAND REIMBURSABLE SERVICES s

b s

| Assisted by’

. ' Dwvision
| Castro Valley : Golden Gate

| "Evaluated by

| G. P. TRACEY 014058

Page 1o0f4

Number

05/27/2009 ..

Date

INSTRUCTIONS: Answer individual ilems wilh
wilh policy, applicable legal statues. or defciencies noled in t
Addilionally, such discrepancies and/or deficiencies shali be d
command. Furlthermore, he memorandum shall include any iollow-
inspection, he "Follow-up Inspection” Lox shall be marked and only

es” o "No” answers, of fill in the blanks as indicaled. Any “No" answers, discrepancies
he inspections shall be commented on via the
ocumented on an Exceplions Document and addressed to the
up andfor corrective aclion(s) taken. If this form is used as a Foliow-up

deficient items need lo be re-inspected.

"Remarks” sechion.
next level of

[P e

TYPE OF INGPECTION
54 Division Level [} Command Level

] Office of Inspections [} Voluntary Self-Inspection

i Date.

) Follow-Up Inspection
BY:

Follow-up Reguired:
(X Yes [TNo

Commander's St
Ve

P

gnalure:
T Ny

O

T

A
e B0

For applicable policies, refer to HPM 11.1, Chapter 6.

Note: 113 "No® of “N/A" box is checked, ihe "Remarks” section shall be utilized for explanation.

1. Prior to the parformance of services, is the

|
[:I NZA i Remarks

contracting party informed of the rates charged for ] ves (] No
services, deparlmental equipment usage, and |
L __canceliation policy? N i _ . i
’s 2 Does the biliing rate inciude mileage and other 1 . ‘: -
expenses such as uniform or equipment damage? BY ves | [JNo | [CJNA IRearks
3 "When a salely service is provided to another state
agency, is the agency's five-digil billing code [TYes | [INo | [BJINA RGeS
obtained?
4. s the billing code documented on the Reimbursable
 Serviges Billing Memorandum? [JYes | [INo | B NA | Remarks:
5. Is $50 charged for each CHP uniformed employee
assigned o (ne detail if the cancellation notification is K Yes | [INo | [JNA Remarks:
less than 24 hours prior lo the scheduled service?
6. Ts & minimum payment of 4 hours overlime charged
when employee(s) could not be notified of the R Yes | [INo | [JNA | Remarks.
canceliation of their service(s)?
7. Is information regarding the procedures to obtain
necessary righl-of-way clearances or permits, local [} Yes | [XINo | [CIN/A g:r’:l‘:s”';ﬂf]‘fo“u:’]"lls[’;)"t"r',i‘;t b
requirements, and other pertinent information made info.
) ilable lo inquiring parties?
an requests for specific services directed to
... \ne appropriate command? [R Yes | [INo | [JNA|Remers d
g "Are traffic control services less than $50,000
_______ approved by Division? i PAves | [JNo ![JNA Rpmanss R
10 Are traffic control services estimated to be $50,000 or
| more approved by the Office of the Commissioner? B9 Yes | [ No_ | [JiA | emarks
11 Are extraordinary proteclive services approved by the
~Assistant Commissioner, Field? % Yes | [DNo | [ N | Remarks: Division B
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STATE OF CALIFORNIA
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INSPECTION PROGRAM
CHAPTER 8
COMMAND REIMBURSABLE SERVICES

Page 2 of 4

Questions 12 through 17 pertain to collecting advance deposits.

17 Is a Reimbursable Services Agreement (RSA) log

I““| No [‘:j N/A : Remarks

______number requested from Division for every contracl? ___‘ (dYes : [ INo il
13 1s @ CHP 485 form completed 1n accordance wilh : ; L
. poliey? o e [lYes | [RNo | [Jn/A | Remans Messoneses
14 Are advance payments collected from the contracling i
~_company prior 1o the starl of the service? B Yes | [INo | [ wa | Remers
15 1s & CHP 251 prepared and mailed to the contracting
__company upon receip! of advance payments? B Yes | [INo | [0 | Remarks .

16, Is a CHP 467 prepared and submitted lo the Fiscal
Managemeni Section upon completion of the RiYes | ONo :[INA Reimarks;
contraciual service(s)? ]

17. Is a copy of the CHP 465 attached to the weekly
CHP 230. and if applicable, a CHP 1697 B Yes | [CINo | [ Na | Remarks

Questions 18 through 31 pertain to the preparation of agreements.

18. Is a CHP 486 maintained?

) @ Yes D No [:] N/A Remarks: )

19 Do RSA numbers begin with the letter "R" to denote
reimbursable services, followed by two digit fiscal B Yes | [CINo |LJWA Remarks:
year, three digit location code, and a sequential
number for each agreement?

50, Is the CHP 466 closed oul ai the end of each fiscal
year with & new log implemented on July 1 begmning (2 Yes | [INc [ INA ?:(:‘l‘,szaEAI’.)"T\‘/&HCI(':}PC‘lSPB e

g wilh e sequenual numper 0017 sequential )

31 Are all sequential numbers accounted for when } - i )

i reconailing with the Billing Memorandum? | Myes | [[iNo ! BINIA I Refuts _

22 Are sequential numbers not matching Billing
Memorandums reconcited? [Yes | [INo ! PANA_ | Ramars -

23. Is the original RSA signed and filed at Area?

D Yes E’I No Lr_—] N/A Remarks. Area correcled

24 Does the command proceed with all RSA _
arrangements, and if needed, ensure the requestor | [J Yes BiNo | ] e | Remeiks Arsa coireslsd.
has oblained the necessary right-of-way, clearances,

r.8DD permits?
25 |s the indemnification clause included in the
_____agreement when requested? [ Yes | [INo | [Jna | Remans:

56 ls the inclusion of the indemnification clause

approved by the Department of General Services, (R Yes | CINo | L] NA Remarks®
. Office of Legal Services?

57 1i ihe service 1s over $60,000 per occasion, is a
CHP 78R prepared and submitled to Conlract Clyes | CINo | NA Remarks:

Services Unit?

28. Is a copv of the resolution, order, motion, or _ ramarice* Ates has 87 S0TESREA! ]
ordinance of the local governing body obtained when [(Tves | BINo [ [INA L o s Counly Trafiic improvemen!
one of the contracling parlies is a county, city, distnct, Authonly - no resolution In fite -

_._f...__._nE’.f...‘Z!!.‘.F??'.'935-‘.'-_!?}?.!?""3 body? _—

20 Are dignitary proleclion services referred to the Office )

.ol Dignitary Protection? . RYes | [CNo !CINALRE e

CHP 680U (Rev 02-09) OP1 010
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CHAPTER 8
COMMAND REIMBURSABLE SERVICES
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UG Are CHP 312 forms, CHP 313 forms, and CHP 467
iorms prepared when a slatlewide agreemenl 1§ in

[[] Yes

L] No

[ NIA

Remarks:

_efiecl?
! 21 When state agencies are requesting a statewide ;
! agreement, are they referred lo Enforcement

(4 Yes

(] No

II:INIA

Remarks

Services Division, Field Supporl Seclion?

Questions 32 through 38 pertain to training agreement procedures a

nd reporting for services provided.

32 16 & CHP 230 prepared by the contracling party when |

[1Yes

[] No

B A

. iees are collecled on the day of the lraining session?
33 Are the ongmal CHP 467 and contract agreement
submilied o Fiscal Mianagement Section (FMS) upon

compielion of services (other than COZEEP,
WVIAZEEP, exlraordinary prolective services, and

[]Yes

X No

CINA

Remarks

Remarks Area corected

_special projects) within 5 days?
34 Are copies of CHP 467 forms forwarded lo the nexi

# Yes

I NA

Remarks

level of review?

TTTUEE s he dzle when the Billing Memorandum was sent to

EMS notad on the Reimbursable Services Control

Yes

L NA

Remarks:

Is a copy of the command’s Reimbursable Services
Coniro! Log lorwarded or e-mailed to the Division

36.

(] Yes

I N/A

Remarks:

Coordinator af the end of each month?

ls the Reimbursable Services Control Log verified
vt e comies of the Billing Memorandums 10 ensure |
all reimbursable lime has been reporled 1o FMS ior
biling purposes?

37.

e |

[1Yes

H —

MINJA

Remarks Area correcled

38. Are ouistanding items being inspected and resolved?

4 Yes

[C] No

[ JN/A

Remarks.

Questions 3¢ (hrough 52 pertain to extraordinary protective services and report of

overtime hours for reimbursable

special projects.
39, s a copy of Ihe CHP 467 and CHP 465 submitled io

Remarks

' I
FIMS upon completion of extraordinary prolective [Jyes | [JNo i [ANA :
.. sewices? L | I Rt U SE—
20 s & reimbursable special project code obtained on d ; ) S
_ every conlractual service? [yes | [CINo :[JNmA Remarks ACTIA SPCB77
%7 s the overiime report(s) for reimbursable special | ] [
project{s) used o reconcile CHP 415 forms foreach | BOYes | [[INo [ [JNA Rematks
... Spegial project? .
47 Are the special project codes on the overtime i
reporl(s) verified lo ensure the correct special project | [ Yes ) No | [ NA semarics
code has been used?
473 Are all corrections noted on the overlime report(s)? )
R ves | [INo | CINA | Fematiaone i fnen oo
TAd Are overiime reports approved and dated by the
. commander afler reconciling? [ ves | [ No | (I | Remers
45, Is (he originel overlime reporl(s) forwarded o FMS? < emaike, Aro (6 GGvBIBH FacKig
o s [X' Yes D No D N/A sysiem h:;r submission. =
46. ls a copy Igf {he overtime report forwarded to Division | el wrorking ki
he month (except COZEEP/MAZEEP)? | & Yes | [JNo | LINIA | Cry'oi e s uness oot Mg

by the 107 of
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CHAPTER 8
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U7 hve Al COZEEPIMAZEEP reporls forwarded o

X Yes

[C] No

[T N/A

Page 4 of 4

Remarks Diwvision approved copies in

]

Division by the 15" of the month? A= e

i 48. Are all COZEEP/MAZEEP reports approved by _

: Division and forwarded lo FMS by the 30" of the [Yes | [ONo | ZNA {SEMais .
S 111114
i 49 1s a copy of the CHP 71 attached to the overtime _

i reporl(s) when there are reimbursabie nonuniformed Clyes | ®No | [INA Remarks. Arez correcied

. personnzlhours?

50 fs an amendmenl of service agreement requested N :
prior 1o the iund being depleled, and if necessary, is | (X Yes [INo | [JN/A | Remarks 40io RSN W ons:cay
the service discontinued?

51, Are al payments made directly to FMS?

- X Yes | [INo | [C]N/A Ramarid

52. Does ine command require delinquenl companies (0 A
pay owstanding nvoices in full prior to providing any Cvyes | (INo | BEINA Remaiks: Ha
fulure services? .

CHP 680U (Rev (2-09) OP1 016




State of California Business, Transportation and [ousing Agency

Memorandum
Date: June 29, 2009
To: Golden Gate Division

DEPARTMENT OF CALIFORNIA HIGITWAY PATROL

I'rom:
Golden Gate Division
[Fite No.: 360.14058
Subjeet: COMMAND INSPECTION PROGRAM - DIVISION LEVIEL INSPECTION

2ND QUARTIER 2009 - DUBLIN AREA

On June 23, 2009, Inspection Team 2. comprised of Licutenant G. Tracey. concluded a Division
|evel inspection of the DUI Cost Recovery Program and Command Reimbursable Services at
Dublin Arca. The Arca contaet for the inspection was Licutenant Lorraine Krolosky.

Area Incident Response Reimbursement Statements, CHP 735, were reviewed for the past twelve
months. A random sampling was selected for inspection. 100% ol the CHP 7335s had the Daily
IField Record, CHP 413, attached. The CHP 4135s generally supported the CHP 735, but were not
completed in strict accordance with departmental policy. Arca was not timely in the submission

of the CHP 735 (o Fiscal Management Section in most instances.

Arca Reimbursable Services Agreements, RSA, were reviewed for the past twelve months. Arca
engaged in 12 RSA during that time and all ol the files were inspected. Arca did not collect an
advance deposit, in most cases, and was not timely in the submission ol the billing memoranda to
Fiscal Management Section, Arca moved immediately to correet this oversight and has
incorporated additional levels of review and training in to RSA procedures.

N

e
G PUTRACEY

licutenant

Sufety, Service, and Security

CHP sual (Rew 11.88) OPI1GTS



State of California Business, Transportation and Housing Agency

Memorandum

Date: July 17,2009
To: Golden Cale Division
From: . DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
Dublin Area .
File No.: 390.11767.11043
“Subject: . R]-EIMBURSABLE SERVICES AGREEMENT INSPECTION -

CORRECTIVE ACTION PLAN

On June 25, 2009, a Division-level inspection for the preceding 12-month period was conducted:
of the Reimbursable Services Agreement files in the Dublin CHP Area. In response Lo that |
inspection, the Dublin Area has created this Corrective Action Plan. S

JISTORY:

When the Dublin Area learned that the Reimbursable Services Agreement program would be
inspected, a thorough self inspection was conducted using the checklist contained in Highway
Patrol Manual (HPM) 22.1, Chapter 8. The self inspection was conducted by Lieutenant
Loraine Krolosky, L.D. 11043, The self inspection revealed the following:

o The Dublin Area had twelve (12) reimbursable services agreements. 100% of the
agreements were examined,

o The contracts and the associated documents such as time sheets, CHP 465s, receipts and
copics of checks were not organized in a central location, thercfore; difTicult to reconcile
immediately.

«  The CHP 467s (Billing Memoranda) had no( been completed.

s The CHP 466 log had not been updated.

o Fees had not been collected from several vendors.

o There was a general lack of training and accotntability for the paperwork transactions
and thoroughness ol completion of contract requirements.

Safety, Service, and Securily
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Golden Gate Division
Page 2

July 17, 2009

ISSUES IDENTIFIED DURING THE DIVISION-LEVEL INSPECTION: .

" The Dublin Area had twelve (12) reimbursable services agreements. 100% of the
dgreements were examined. .
¢ Seven of the (welve agreements did not have the deposit collected in advance.
s Area did not submit billing memoranda, CHP 467, in a timely manner.
e  Seven of the twelve RSAs had permits in file; one did not require a permit, four of the
(welve permils were not present. '

CORRECTIVE ACTION PLAN:

o Sergeant Marino will ensure all policies and procedures are followed for futurc
agreements and a suspense system was created for a monthly audit.

o On-going training will be provided specific to each employee involved in the RSA
program,

o Arca has created a form to be provided to the requesting party that will indicate how to
get the necessary permits, resolutions, ete. :

» Area has discussed with the Qvertime Coordinator the need for timely notifications of
cancellations, refunds, or additional hours and mileage used. In addition, a bricfing item
will be prepared to inform field personnel of the new requirements. This has been
accomplished as of July I, 2009.

e The overtime documents relating to reimbursable services agreements were consolidated
to a central location in June 2009. The reimbursable services agreement file now
contains the agreement, other rclevant documentation, and the overtime documents (CHP
415 and CI1IP 71 forms). ‘

o A check for the cstimated cost of the services will be collected from the vendor/requestor
before any reimbursable services are rendered.

e An Arca checklist has been developed Lo ensure timely completion and submission of
required documents.

SUMMARY:

The issues identified during the Division inspection will be addressed and Area will continue to
{ake an active role in managing reimbursable services agreements.

\
;/
N %/
INIOMM J?I/E1f{, Captain

Comimander



State of California Business, Transportation and Housing Agency

Memorandum

Date: July 17,2009

To: Golden Gate Division

From: I)EPARTMENT OF CALIFORNIA HIGHWAY PATROL
Dublin Area - :

File No.: 390.11767.11043

Subject: CHP 735 (DUI COST RECOVERY) INSPECTION -

CORRECTIVE ACTION PLAN

On June 25, 2009, a Division-level inspection for the preceding 12-month period was conducted
of the CHP 735 (DUI Cost Recovery) files in the Dublin CHP Area. In response to that .
inspection, the Area has created this Corrective Action Plan. e

HISTORY:

Since February 2009, the Dublin Area has been experiencing issues with the completion of CHP
7355 in a number of areas. CHP 735s were not being submitied in a timely manner, the time
usapc was not being reviewed by supervisors, and the forms were not being logged and tracked
in an efficient manner. In the March 2009 staff meeting, the sergeants were instructed on the
proper documentation of time and the review and timely submission of CHP735s. Field
Personnel were briefed on the timeliness and accuracy of the documents. The court officer was
divected to forward the chemical test results to the coordinator as soon as they arrived. These
steps made a marked improvement in the timeliness of ultimate submission of CHP 7335s to .
Fiscal Management Scction (FMS).

When the Dublin Area fearned that the DUI Cost Recovery program would be inspected, a
thorough self inspection was conducted using the checklist contained in Highway Patrol Manual
(HPM) 22.1, Chapter 8. Several issues were identified. The self inspection revealed the
lollewing:

s A number of CHP735s were not submitted to FMS in the required time limits.

o There was no Standard Operating Procedure in place for the completion of CIP738s.

o ‘There was no tracking system in place for CHP 735 forms and the optional CHP 735A
form was only partially utilized and not in an ¢fficient manner.

o The CHP 415s did not thoroughly break down the necessary categories for time usage by
the field officers.

o The chemical test resulls were not being relayed to Ms. Mohammad in a timely manner 1o
facititate the forms being sent to FMS as required.

Sufely, Service, and Securily
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Golden Gate Division
Page 2
July 17,2009

CORRECTIVE ACTION PLAN:

After identifying the issues, the following corrective action steps were taken:

«  March and April 2009, Lt. Krolosky provided training to the Dublin Area sergeants
relating (o the proper review and processing of CHP 735 forms. This training included
an overview of the program, the proper timekeeping on the CHP 735 and CHP 415s, and
a review of timely submission of the forms. '

o May 2009, Lt. Krolosky provided an Excel spreadsheet used to track CHP 735 forms Lo
Ms. Mohammad for the tracking and routing of the CHP 735s. The spreadsheet included
all of the required information as indicated in HPM 11.1, Chapter 20. :

e May 2009, Lt. Krolosky created an advanced search in the Area Information System
(AIS) that was used to determine what DUl-related collisions required a CHP 735 form.
This search generated a list of collisions for 2008 and 2009. It was determined that all
incidents had an associated CHP 735.

»  May 2009, the court officer, Officer George Granada was instructed to add Ms.
Mohammad to the email list of recipients of the blood test results so the results could be
documented in a timely manner and the CHP 735s be sent to FMS quicker. Previously,
she was receiving via mail approximately one week after the actual results were
determined, lengthening the time of submission.

e June 2009, Area SOP was inserted and implemented as to Arca’s protocol and
expectations of the program. '

ISSUES IDENTIFIED DURING THE DIVISION-LEVEL INSPECTION:

o All of the issues identificd in the self inspection were discussed with the Division.
Inspectors.

o CHP4l5s generally supported the CHP733s but were not in strict accordance with
departmental policy.

o CIIP 735s were not submitted to 'MS in a timely manncr in most cases.



Golden Gate Division
Page 3
July 17, 2009

SUMMARY:
The discrepancies identified during the self inspection and Division inspection were resolved in
the following manner. The Dublin Area has adopted Standard Qperating Procedures (SOP) to
ensure the new CIHP 735 procedures are described in detail and departmental policies are
adhered to. Measures are in place to ensure the chemical test results are noted on the CHP 735
and routed to FMS in the specificd {imeframes. Training has been provided to field personnel,
supervisors and the office assistant on the proper procedures for the completion of the CHP 735 .
and associated paperwork. Finally, Area will continue to take an active role in managing and
monitoring CHP 735 forms and has iniplemented a monthly audit program. :

7_ A _
@w Cf-/ N ’
.M. MUELLER, Captain .
Commander



SYATE OF CALIFORNIA_ Command: Division® Chapler:

DEPARTIVENT OF CALIFORNIA RIGHWAY PATROI. Dubliﬂ GO!deﬂ Gale 8

COMMAND INSPECTION PROGRAM  [-242lin 1 QO0enB8(e 4t e
EXCEPTIONS DOCUMENT G P, Tracey 014058 06/25/2009

Page 1 of 3

INSTRUCTIONS: This document shall be fyped. Check appropriale boxes as necessary, of fill in the blanks as indicated. Gnler the chapler
aumber of the inspection in the Chapler Inspection number. Under “Fonward 10 enier lhe next level of command where the documenl
shall be rouled 1o and its due date. This document shall be utilized fo documenl innovalive praclices, suggestions for slalewide

improvement, identificd deficiencies, correclive action plans. A CHP 81 Memorandum may be used if addilional space is required.

TYPE OF INSPECTION Total hours expended on the Corrective Action Plan Included
[ Division Level ) Command Level | InSPection:
. [C] Attachments Included
[ Executive Office Level 2
Follow-up Required: Forward to: 301
(4 Yes [ No Due Date: June 30, 2009
QB Sate T4, -, e AR e A e T

i, T

N e T T
ommand Reimbursa

Chapter Inspéction: 8 ble Servi
0o ARG NI~ 7

Inspector's Comments Regarding Innovative Practices:

RS Al M

None

[Command Suggeslions for Statewide Improvement:

None

R : |

[ Inspeclor's Findings:

Area had 12 reimbursable services agreements, RSA, in the past 12 months. All RSA for that time
period were inspected.

7 of 12 agreements did not have the deposit collected in advance.
Area did not submit billing memoranda, CHP 467, in a timely manner.

7 of 12 RSA had permits in file, 1 did not require a permit, 4 of 12 a permits were not present.

Area has instruction and examples for personnel preparing a RSA. The RSA binder has the applicable
departmentlal policy 100. Area has a primary contact for RSA. Area is incorporating additional levels of
oversight and training to ensure full compliance with departmental policy.

[Commander's Response: E4 Coneur or [ Do Not Coneur (Do Not Concur shall document basis for response) |

CHE GUCA {Rev 02-09) OIP1 C10



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2 of 3

“Gommand:

Dublin

~| Division

Golden Gate | 8

"‘Cnapler:

“inspecled by’

G. P. Tracey 014058

Dale:
05!25;’2009_~_,,_J

[ Inspector's Comments: Shall address non concurrence by commander (

Leic) _

e.g., findings revised, findings unchanged, -b

Requncd /\ctron

”_Correchue /\cllon Pianﬂ melme

See Commander's Corrective Action Plan attached.

CIP GBOA (Rev 02-00) O 030
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Page 104
STATE OF CALIFORNIA . Command: Bivision: [ Nomber:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Dublin Golden Gate
INSPECTION PROGRAM Evaluated by: Bile:
CHAPTER 8 G. P. Tracey 0140568 Q6/25/2009
COMMAND REIMBURSABLE SERVICES Assisled by: WA Dale:

INSTRUCTIONS: Answer individual items with
with policy, applicable legal slawues, or deliciencies nole
Addilionally, such discrepancies and/or deficiencies shall be
command. Furhermore, fhe memorandum shall include any
Inspection, the "Follow-up Inspeclion”

"Yes" or "No” answers, or fill in the blanks as i
d in the inspeclions shall be comme
documented on an Exceplions
{ollow-up and/or corrective action
box shall be marked and only deficient items need lo be re-

ndicaled. Any "No" answers, discrepancies
led on via the "Remarks” section.

Documenlt and addressed Lo the next level of
(s) taken. If this form is used as a Follow-up

inspecied.

TYPE OF ISPECTION
[X) Division Level [] Command Level

[C] Office of Inspections [[J Voluntary Sell-Inspeclion

Lead Inspector's Signature:

-

Follow-up Required: [ Follow-Up Inspection
X Yes [JNo BY:

Commander’s Signature:

.For applicable policies, refer to HPM 11.1, Chapter 6.

Dale: |

12 [,

"‘~seciion:shali-‘be‘:uﬁiized'f.or?.expfanation.’-': T e et RTINS

Note:1fa"Na' orN/A"box.is:checked, the *Remarks

1. Prior lo the performance of services, is the
conlracling party informed of the rates charged for X Yes | [INo [[JN/A Remarks:
services, deparimental equipmenl usage, and

i canceliation policy?
=5 Does ihe biling rate include mileage and other
__expenses such as uniform or equipment damage? B4 Yes | [ No | [1N/A RS

37 When a salely service is provided to another state )
agency, is (he agency's five-digit bilfing code [JvYes | CINo | BKINA RemmRe!
oblained?

4. s the billing code documented on the Reimbursable
Seivices Biling Memorandum? O Yes | [ONo | B NA Remarks:

5 |s $50 charged for each CHP uniformed employee
assigned lo the detail if the cancellation notification is | B3 Yes CINo | ONA FRedoatis:

- less Ihan 24 hours orior to the scheduled service?

& Is 2 minimum payment of 4 hours overtime charged
when employee(s) could not be notified of the ves | CINo | [Jn/A | Remarks:
cancellation of their service(s)? .

7 s informalion regarding the procedures o obtain . .
necessary right-of-way clearances or permits, focal [ Yes | BINo | [CIN/A R kil ‘l“")":;’(;ﬁ‘t’gi‘g%g’r{'les
requirements, and other perlinent information made ot '

. available lo inquiring parties? e e

8. "Are wrilien requests for specific services directed o _

____tne appropriale command? R Yes | [INo | CIn/A | Remame:
g Are tralfic conlrol services less than $50,000 )
______approved by Division? B Yes | [ONo | [IN/A REMETS:
70, Are tralfic conlrol services estimated o be $50,000 or -
. .more approved by the Office of the Commissioner? | B3 Yes | [INo | [IN/A Rsmar

11 Are exlraordinary prolective services approved by the

Assisten! Commissioner, Field? Yes | [ No | [JNA Ramacks:

CHE 680U (Rev 02-09) OP1 010
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STATH: OF CALIFORNIA
DERPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

CHAPTER 8
COMMAND REIMBURSABLE SERVICES

Quesllons

12 ls a Rennbursable Serwces Agreemenl (RSA) log .
number requesled from Division for every contract? | (% Yes | [ No C)Nip | Rematke:

13 Is a CHP 465 form compleled in accordance wilh
Yes D No [] N/A Remarks:

__policy?
T4 Are advance payments collected from the conlracting

company prior lo the starl of the service?

D Yes No D NIA :fcggms;_/\rea corrected this
'''''' 15. Is a CHP 251 prepared and mailed 1o the conlracling _
_company upon receipl of advance payments? (R Yes | CINo | A | Rematk
16. |s 2 CHP 467 prepared and submitted to the Fiscal
Management Section upon completion of the JvYes | X No
contractuzl service(s)?
17. Is a copy of the CJ-IPI465 altached to the weekly Remarks: Verilied on
CHP 230, and if applicable, a CHP 1697 X vYes | (ONo |[INA 0317,0407.0413

’to*the,pre arahonwf agraements

I:l NIA Remarks; Area has correcled lhis
exceplion as of June 2009,

Glueszions 13 fhmugh Sﬂrlpertam

18 Is a CHP 466 malntamed? _ Ks:
[% Yes LJ No E'I N/A Remarks:

19 Do RSA numbers begin with the letter "R”" o denole _
reimbursable services, followed by two digit fiscal B Yes | [INo | [ Nia | Remarks:
year, thiee digil location code, and a sequenlial
number for each agreement?

20. Is Ihe CHP 466 closed out at the end of each fiscal .
year wilh a new log implemented on July 1 beginning | & Yes | [ No CINja | Remarks:

__with the sequential number 001?

21. Are all sequential pumbers accounled for when .
reconciling with the Billing Memorandum? K Yes | [INo | [IN/A | Remarks:

22. Are sequential numbers not matching Billing

D N/A Remarks: Division handles.

____._Memorandums reconciled? Yes | []No
23 Is he original RSA signed and filed al Area?
. @ Yes L-j No D INJA Remarks:
54 Does the command proceed with all RSA
[X] Yes D No E] N/A Remarks:

arrangements, and il needed, ensure the requestor
has oblained the necessary right-of-way, clearances,

and permits?

25 s ihe indemnification clause included in the Remarks:
‘agreemen when requesled? Yes | [ No | [CINIA | Remars:

“TTT36. I the inclusion of lhe indemnification clause comarks:
approved by the Departmen! of General Services, X Yes | CINo |[IN/A | Remars
Office of Legal Services? e

27 1i Ihe service is over $50,000 per occasion, is a X R
CHP 761R prepared and submitted to Contract K Yes | [INo |[nia | Remens:

Serviges Unit?. =
s acopyofll I
28, 1s 2 copy of the resolution, order, motion, or s ves | Do O via Remarks: Cily of Dublin RSA

ordinance of the local governing body obtained when

one of the contracling parties is a county, city, district,
- or olher lecal public body?

29 Are chgml.zry proteclion services referred to lhe Office .

of Dignitary Protection? R Yes | [INo | [lA | Remetks

CHP 680 (Rev 02-09) OP) 010
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STATE OF CALIFORNIA
OEPAR MENT OF CALIFORNIA HIGHWAY PATROL
INSPECTION PROGRANM
CHARTER 8
COMMAND REIMBURSABLE SERVICES
M™""30 Are CHP 312 forms, CHP 313 forms, and CHP 467
forms prepared when @ slatewide agreement is in yes | OONo | KINA Remerks
effecl? e e tn ssen ]
"534 When Slie agencies are requesiing a sialewide |
agreement, are they referred o Enforcement B yes | [INo | [na | Remarks
Services Division, Field Supporl Seclion? - =
“Questions:32:through.38. pertainito:tra fing agreement procedures:and-reportingfor.s ervices provided: =3 5T =
32 1s a CHIP 230 prepared by lhe conlracting partly when ,
(ees are collecied on the day of the training session? [vYes | CINo | [XIN/A Remaiks:

33. Are the original CHP 467 and conlracl agreement .
cubmiltod o Fiscal Management Section (FMS) upon | [ Yes | BINo | [IN/A gfc"::{:‘:n e,
complelion of services (other than COZEEP, '
MAZEEP, exlraordinary proleclive services, and

____special projects) within 5 days?
34 Are copies of CHP 467 forms forwarded 1o the next
__levelof review? B Yes | [ No | [ONia | Remarks:
“TF5 e he date when (he Billing Memorandum was sent (o .
FMS noled on the Reimbursable Services Control K Yes | ONo |[IN/A Remarks:
Log?

36, Is 2 copy of ihe command's Reimbursable Services _
Control Log forwarded or e-mailed to the Division K Yes | [ONo | O | Remarks:
Coordinalor at the end of gach month?

37 |s the Reimbursable Services Control Log verified .
wilh Ihe copies of lhe Billing Memorandums {o ensure Ryes | [INo | [ONA EETAIS:
all reimbursable lime has been reported to FMS for

..... _billing purposes?

38 Are oulslanding ilems being inspected and resolved? '

B ves | [ No [ ] N/A Remarks:
timethoursiforreimbursable. -

speclal projects. |

uestions 3¢'through 52;pertain fo:extraordinary: protective:services and-report of:over

39. Is a copy of the CHP 467 and CHP 466 submitted lo

FIMS upon completion of extraordinary protective Clves | CINo | [ Nra | Remarks:
services?
40 1s 2 reimbursable special project code obtained on _ Jiks:
| every contraciual service? R Yes | [INo | Cliwa | Remers
41 1s the overime reporl(s) for reimbursable special ,
projecl(s) used lo reconcile CHP 415 forms for each R yes | CINo | [INA femarks:
[E Yes D No D N/A Remarks:
i code has been used? i
43 Are all correslions noted on the overtime reporl(s)?
- B ‘ [Zf Yes [j No | [ N/A Remarks:
44 Are overlime roporis approved and dated by the )
___ commandsr afler reconciling? 5% Yes | [ No | [ Nia | Remarks:
45, Is the original overtime reporl(s) forwarded {0 FMS?
[ — RYes | (o | CINA | T
46, 15 copy of Ihe overlime reporl forwarded to Division B ~ e
by the 10" of the month (excepl COZEEP/MAZEEP)? | B Yes | [TINo | [)nia | Remans:
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pay oulslanding invoices in full prior to providing any

47 Are all COZEEPIMAZEEP reporls forwarded 1o ]
Oivision by the 15" of the month? 5 Yes | [CINo_ | []N/A_| Remerks:
48. Are all COZEEPIMAZEEPR reporls approved by D
Division and forwarded lo FMS by lhe 30" of the ) Yes | [JNo N/A | Remarks: Division handies.
o monlh?
49, Is a copy of the CHP 71 allached to the overtime _
reporl(s) when [here are reimbursable nonuniformed | [X) Yes [No | O] N | Remarks:
b personnel hours? ] .
TR0 s an amendmenl of service agreement requested )
prior o Ihe fund being depleted, and if necessary, i (g ves | [JNo | CIN/A Rernarks:
the service discontinued? L
51. Are all payments made direclly to FMS?
[X] Yes D No ] NIA Remarks
= 59 Does Ihe command require delinquenl companies o Oves | Cino 5 NIA Remarks. HQ handies.

future seryices?

CIHIP 680U (Rev. 02-09) OP1 010




DLPARTMENT DF CALIFORNIA HIGHWAY PATROL SGTIETES Basicn: o g“"p‘e”
COMMAND INSPECTION PROGRAM [ 2ubin Golden Gate 18,
EXCEPTIONS DOCUMENT G. P. Tracey 014058 06/10/2009
Page 1 of 3

INSTRUCTIONS: This document shall be typed. Check appropriate boxas as necessary, of fill in the blanks as indicaled. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:" enter the next level of command where the document
shall be routed 1o and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, idenlified deficiencies, corrective action plans. A CHP 61 Memorandum may be used if additional space is required.

TYPE OF INSPECTION Total hours expended on the X} Corrective Action Plan Included

Division Level [ Command Level | Inspection:
[ Attachments Included

[J Execulive Office Level 3

Forward to; 301

Follow-up Reguired:

& Yes (] No
o~ II” .':-".‘ .'Y e v - - T - - . T O
Chapter Inspection: 8 = DUI:COStRECOVeR Program = i b oS

Inspector's Comments Regarding Innovative Practices:

Due Date: June 30, 2003

None

[ Command Suggestions for Statewide Improvement:

Area recommends the A415 “Notes” section be modified to support the required CHP 735 staff activity
documentation. Area recommends consideration of a drop down menu with the 11 staff activity(s) pre-
flighted wilth a space for the time increments to be documented.

[ Inspector's Findings:

Area prepared 98 Incident Response Reimbursement Statements, CHP 735, in the past twelve
months. 25 statements were selected randomly and inspected. 10 of 25 were submitted to Fiscal
Management Section, FMS, within policy timelines. 4 of 25 were prepared without the “Date to
Fiscal Management” box completed. 1 of 25 was submitted to FMS twice.

100% of the CHP 735s had the Daily Field Record, CHP 415, attached. The CHP 415s supported
the CHP 735 though they were not completed in strict accordance with the Administrative

Procedures Manual, HPM 11.1, Chpt 6.

[‘Commander's Response: [] Concur or [ Do Not Concur (Do Not Concur shall document basis for response) |

CHP GBOA {Rév 02.03) OGP 050



Division:

STATE OF CALIFORNIA Sorand
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL ’
OGRAM Dublin Golden Gate
inspected by:

COMMAND INSPECTION PR
EXCEPTIONS DOCUMENT .

Page 2 of 3
*‘““'*TP'*H*‘P_____‘——""‘MM‘—*?*—M :
‘ Inspectors Comments: Shall address non concurrence by commander (e.9., findings revised. findings unchanged,
ele) e T MM//:—:\

A

%

ik e

See Commander's Corrective Action Plan attached.

P GBOA (Rov. 02-08) OP1010



STATE OF CALIFORNIA : —— _
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL %’"’"‘F"d' g"'*‘l'z[“‘ Gat gha"‘e"
COMMAND INSPECTION PROGRAM | -2¥biin__ ceensar e
EXCEPTIONS DOCUMENT G. P. Tracey 014058 06/10/2009
Page 3 of 3
] Employee would like to discuss this report with COMMANDER'S SIGNATURE DATE
the reviewer,
(See P 9.1, Chapler 8 jor appeal procedures.)
INSPECTOR'S SIGNATURE DATE
[_] Reviewer discussed this report with REVIEWER'S SIGNATURE DATE
! employee
| [J Concur () Do not concur
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STATE OF CALIFORNIA Commang: Division: Number:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Dublin Golden Gate
|NSPECT|ON PROG Evaluaied by: Dale:
CHAPTER 8 Al G. P. Tracey 014058 06/10/2009
COMMAND DUI COST RECOVERY Assisted by. o

INSTRUCTIONS: Answer individual items with "Yas" or “No" answers, or fill in the blanks as indicated. Any "No" answers, discrepancies
wilh policy, applicable legal slatues, or deficiencies noted in the inspeciions shall be commented on via the "Remarks" section.
Additionally, such discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of
command. Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-
up Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

. Lead Inspector’s Signature:
TYPE OF INSPECTION

[XJ Division Lavel [J Command Level
[] Office of Inspections [ Voluntary Self-Inspection
Follow-up Required: ] Follow-Up Inspection | Commander's Signature: Date:

X Yes (1 No BY:

For applicable policies, refer to HPM 11.1, Chapter 20.

Note: If a "No” or "N/A"box is checked, the "Remarks"” section shall be utilized for explanation. -

1. Does the command have sufficient procedures to Remarie
ensure lhat a CHP 735, Incidenl Response Yes | [ONo | [JN/A | Remars:

Reimbursement Statement, is prepared for each
arrest that meets the cost recovery criteria?

2. What are these procedures?

Area has updaled a SOP that details responsibilities for civilians, officers, sergeants and managers regarding the DUI
Cost Recovery Program,

3. Does lhe command have a specific employee(s) )
assigned lo process all CHP 735 forms? Yes | [CINo | O N/A | Remarks:

4. If the answer to question 3 of this checklist is yes, is .
the responsibility of processing all CHP 735 forms Yes | O No | [JN/A | Remarks:

listed in their job description or any other document?

CHP 680U (Rev. 02-09) OP1010
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CHAPTER 8
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Page 20f4

5. Are all CHP 735 forms forwarded to Fiscal
Management Section (FMS) properly with completed
criteria in either Section A or Section B of the form?

Yes

[ No

I N/A

Remarks:

8. Does the command have a suspense system in place
to facilitate notificalion of a conviction involving cases
meeting the requirements of the Driving Under the
Influence (DUI) Cost Recovery Program? This would
involve cases where the following criteria applies.

» A Blood Alcohol Content (BAC) under .08%

+ A chemical test is positive for drugs only

+  Thereis no supporting BAC test of drug test (i.e.,
a refusal)

Yes

O No

O N/A

Remarks:

7. Are CHP 735 forms completed based on the criteria
of Section A of the form being forwarded to FMS
within ten business days from one of the following
dales?

+ The date of BAC results of =.08% were received
+ The dale of BAC results of =.04% were received
for a commercial driver

[ Yes

23 No

CI N/A

Remarks: 50% on lime record to
improve with heightened oversighl.

8. Are CHP 735 forms compleled based on the criteria
of Section B of the form being forwarded to FMS
within ten business days from being notified of a
conviction of California Vehicle Sections 231562 or
231563, or greater offence as a result of one of the
following?

+ The person arrested refused to provide a
chemical test
+  The arrest was for drugs only

¢+ A BAC of < .08% was obtained

] Yes

X No

O NA

Remarks: Area checks courl
dispositions in a more timely manner
after updating SOP following self
inspection.

9. s the ltemized Staff Hours section of the CHP 735
completed as required in Highway Patrol Manual
11.1, Administrative Procedures Manual, and
includes hours for all employees assigned to the
incident?

Yes

O No

LI N/A

Remarks:

10, If the person arrested is transient, is the case being
entered into the CHP 735A, Case Log-DUI Cost
Recovery Program, without forwarding the CHP 735
fo FMS?

] Yes

I No

N/A

Remarks; None to date.

11. Are staff hours involved in the incident recorded on
the CHP 735 to the nearest ten minutes?

K Yes

I No

I N/A

Remarks:

12. Do the tolal number of staff hours charged on the
CHP 735 agree with the appropriate CHP 415, Daily
Field Record?

X Yes

[ No

CINA

Remarks:

CHP 680U (Rev. 02-08) OR1 010
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13. Does the Noles porlion of the CHP 415 indicate the -
oilable DUI ime when the CHP 415 ndudes more | [ Yes No | [JN/A | Remarks: Updaled SOF - Briefing (o
than one aclivity?

14. Are the staff hours incurred by members of the .
Department for the following activities associated with Yes | [INo | ([ N/A | Remarks:
an incident meeting the criteria for DUI cost recovery
included in the CHP 7357
« Response Time
«  On-Scene Investigation
+  Follow-up Investigation
+  Report Writing
+ Vehicle Storage
+ Call Back
o Field Sobriety Testing
+ Transportation
» Booking
s Chemical Tesling

L. o Traffic Conlrol

"16. Are the slaff hours for officers-in-charge, sergeants,
lieutenants, or caplains listed on the Clip 736 for COvyes | ONo I\ [ Remecksgiiens iodale.
lime spent performing the activities listed in question
12 of this checklist and not exclusively supervisory
lasks?

18. Is the current hourly rate for reimbursement, sent out )
to all commands via Comm-Net from FMS, being K Yes | [INo |[[JN/A | Remarks:
used?

17. Is a copy of the CHP 735 being retained at the .
command and filed? Yes | [JNo |[JN/A | Remarks:

18. Is the cornmand utilizing the, optional, CHP 735A to )
track cases qualifying for the DUI Cost Recovery Yes | I No |[JN/A | Remarks:2009

Program?

19. In the absence of a CHP 735A, how is the command tracking the DUI Cost Recovery Program?

Area updaled the SOP regarding the DUI Cost Recovery Program and uses a spreadsheet for tracking/oversight of CHP

736s.

20. Are commands using a case monitoring system {o

track cases qualifying for the DUI Cost Recovery
Program including the following information in the
monitering system?

¢ Defendant Information

+  Violation Information

o Court Informalion

Yes

[J No

CIN/A

Remarks: AIS / Court Records
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v FMS Informalion
« BAC tesl resulls

21. Are cases not resuiting in a conviction within 12

Remarks: 735A / AlS Tracking

months afler submission to the District Attorney Yes | (ONo |[CINA
closed oul afler court verification of case status?

22. Do closed out cases on the monitoring system have )
a line drawn through the Conviction Date and Dateto | R Yes | [ONo | CJN/A Remarks:
FS as well as the reason the case was closed and
dzle of last follow-up check?

23. Are refunds or overpayments, as a result of )
erroneous charges, in an amount of = $5.00 being Yes | CNo |[OnA | Remarks:
processed by the Department?

24. Is the command reviewing the quarterly reports sent )
by EMS relaled to the submission of CHP 735 forms Yes | (ONo |[JN/A | Remarks:
and case slalus idenlifying any deficiencies in the
submission and accountability of the DUI Cost

_______Recovery Program?
Question 25 pertains to-Fisqgl,l_M,g_r_i_agémen,t_.sg_g_t_lon,. SRR

25. Is FMS reviewing the CHP 735 forms for .
completleness of information and returning deficient ClYes | OONo | B N/A | Remarks:

forms to the issuing command for corrections?

CHP 680U (Rev. 02-08) OPI 010




State of California Business, Transportation and Housing Agency

Memorandum

Date: July 1, 2009
To: Golden Gate Division
From: DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
Qakland Area
File No.: 370.12322
- Subject: ~ ~RESPONSE-TO OAKLAND AREA COMMAND-DUI COST-RECOVERY -~ =nom =

INSPECTION REPORT

This memorandum is intended to serve as the written response to the draft command DUI cost
recovery inspection report of the Oakland Area.

FINDINGS REQUIRING FOLLOW-UP:

Finding 1 — Agree
Finding 2 — Agree.

Finding 3 - Agree.

CORRECTIVE ACTION PLAN:

After completion of a self inspection, all Oakland Area personnel were briefed on the
requirements for and proper completion the CHP 735, Incident Response Reimbursement
Starement, and associated CHP 415s, Daily Field Record. The self inspection and subsequent
Division-level inspection also identified deficiencies in adequate tracking of CHP 735s and
timely submission. The Oakland Area has made immediate changes in the procedures for the
submission, processing, and tracking of incidents that meet the DUI cost recovery criteria.
Those revisions have been disseminated to the appropriate Area personnel and the Area SOP has

been revised to incorporate those changes.

Area has created a processing checklist to be attached to each CHP 735 by the reviewing
sergeant. In addition to the necessary tracking information, the checklist includes questions to
ensure the proper submission of the cost recovery form and associated documents. The checklist
must be completed by the reviewing sergeant, Court Liaison Officers, and the clerical employee
responsible for submission of CHP 735s. Upon submission for approval, the checklist will be
signed by the Area commander or designee and filed with Area copies of the docurments.

Safety, Service, and Security

CHP S1WP (Rav, 11-86) OP) 076




Golden Gate Division
Page 2
July 1, 2009

Primary and alternate DUI Cost Recovery supervisors have been selected to oversee the
submission, tracking, and verification process. On a minimum of a monthly basis, those
supervisors will compare the submitted CHP 735s listed on the CHP 735A, Case Log—Dui Cost
Recovery Program, with the number of investigated collisions involving impaired drivers,
utilizing AIS. A list, if any, of missing CHP 735s will be sent to Area management by the 5" of
each month.

A server directory has been created to maintain, by year, electronic versions of the CHP 7354,
the directory is accessible by Area managers, supervisors, Court Liaison Officers, and
appropriate support staff. A separate CHP 735A will be maintained for suspected impaired
drivers who submit to breath tests, blood/urine tests, or refused to complete any of the required
chemical tests, for a total of three logs. This will aide in the tracking of blood/urine test results

and convictions (for refusals) by the DUI Cost Recovery supervisors, clerical employee, and/or
the Court Liaison Officers. The status of those cases will be checked on a minimum of once per

week.,

The DUT Cost Recovery supervisors will conduct quarterly inspections of the command files to
confirm compliance with Department policies and Area SOP. A member of Area management

will conduct periodic spot checks to verify compliance.

The corrective action plan has been successfully completed, with all Findings being addressed
and all recommendations implemented. Therefore, this will serve as a final report and no

quarterly updates will be necessary

Questions regarding this response may be directed to Lieutenant B. J. Whitten or me at (510)
450-3821.

i% E. MORRELL, Captain

Commander




STATE OF CALIFORNIA Command: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Oakland Golden Gate 8
COMMAND INSPECTION PROGRAM Inspected by: Date:
EXCEPTIONS DOCUMENT G.P. Tracey 014058 June 24, 2008
Page 1 of 2

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovalive practices, suggestions for statewidg
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION Total hours expended on the Corrective Action Ptan Included

X Division Level [] Command Level | Inspection:
X Attachments Included

[] Executive Office Level 2.5

Forward to:

Follow-up Required:

X Yes [} No

Due Date;

Chapter Inspection: 8 — DUI COST RECOVERY PROGRAM

Inspector's Comments Regarding Innovative Practices:

None

| Command Suggestions for Statewide Improvement:

None

| Inspector's Findings:

38 of 70 available Incident Response Reimbursement Statements, CHP 735, were inspected from the prior twelve
months. Area had more qualifying incidents during the prior twelve months than were accounted for by CHP 735

preparation / files.

Area does not have an adequate tracking system to ensure that the CHP 735 is prepared, approved and submitted in
a timely manner.

Area self inspected prior to the Division Level inspection and is making corrections to local procedures for DUI
Cost recovery.

See Commander’s Coirective Action Plan attached.

| Commander’s Response: [X Concur or [J Do Not Concur (Do Not Concur shall document basis for response)

Inspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
etc.)
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SEPARTVENT OF CALIFORNIA HIGHWAY PATROL g)m;and:d g"g’;;"e:n Gate ghapter:
COMMAND INSPECTION PROGRAM e S
EXCEPTIONS DOCUMENT G.P. Tracey 014058 June 24, 2009

Page 2 of 2

Required Action:

Corrective Action Plan/Timeline:

After completion of a self inspection, all Oakland Area personnel were briefed on the requirements for and proper
completion the CHP 735, Incident Response Reimbursement Statement, and associated CHP 415s, Daily Field
Record. The self inspection and subsequent Division-level inspection also identified deficiencies in adequate
tracking of CHP 735s and timely submission. The Oakland Areca has made immediate changes in the procedures
for the submission, processing, and tracking of incidents that meet the DUI cost recovery criteria. Those revisions
have been disseminated to the appropriate Area personnel and the Area SOP is currently being revised to

incorporate those changes.

Area has created a processing checklist to be attached to each CHP 735 by the reviewing sergeant. In addition to
the necessary tracking information, the checklist includes questions to ensure the proper submission of the cost
recovery form and associated documents. The checklist must be completed by the reviewing sergeant, Court
Liaison Officers, and the clerical employee responsible for submission of CHP 735s. Upon submission for
approval, the checklist will be signed by the Area commander or designee and filed with Area copies of the

documents.

Primary and alternate DUI Cost Recovery supervisors have been selected to oversee the submission, tracking, and
verification process. On a minimum of a monthly basis, those supervisors will compare the submitted CHP 735s
listed on the CHP 735A, Case Log—Dui Cost Recovery Program, with the number of investigated collisions
involving impaired drivers, utilizing AIS. A list, if any, of missing CHP 735s will be sent to Area management by

the 5" of cach month.

A server directory has been created to maintain, by year, electronic versions of the CHP 735A; the directory is
accessible by Area managers, supervisors, Court Liaison Officers, and appropriate support staff. A separate CHP
735A will be maintained for suspected impaired drivers who submit to breath tests, blood/urine tests, or refused to
complete any of the required chemical tests, for a total of three logs. This will aide in the tracking of blood/urine
test results and convictions (for refusals) by the DUI Cost Recovery supervisors, clerical employee, and/or the
Court Liaison Officers. The status of those cases will be checked on a minimum of once per week.

The DUI Cost Recovery supervisors will conduct quarterly inspections of the command files to confirm
compliance with Department policies and Area SOP. A member of Area management will conduct periodic spot

checks to verify compliance,

(] Employee would like to discuss this report with COMMANDER'S SIGNATURE DATE
the reviewer. ™ - e bk ¢
(See HPM 9.1, Chapter 8 for appeal procedures.) u..‘_-\---Jv--)-ww e et 7-1-2009
INSPECTOR'S SIGNATURE DATE
"] Reviewer discussed this report with REVIEWER'S SIGNATURE DATE
employee
] Concur [] Do not concur
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3TATE OF CALIFORNIA
JEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

SHAPTER 8
COMMAND DUI COST RECOVERY

Page 1of4
Command: Division: Number:
Qakland Golden Gate
Evaluated by: Date:
G.P. Tracey 014058 06/24/2009
Assisted by: Date:

NSTRUCTIONS: Answer individual items with "Yes” or "No” answers, or fill in the blanks as indicated. Any "No" answers, discrepancies
with policy, applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks" section,
additionally, such discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next ievel of
sommand. Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-
Jp Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

X Division Level [T Command Level

[C] Office of Inspections

(] Voluntary Self-inspection

Lead Inspector's Signature:

Follow-up Required:

Yes [ No BY:

[J Follow-Up Inspection

Commander's Signature:

| f:D_“ b S g

For applicable policies, refer to HPM 11.1, Chapter 20.

Note: If a “No" or “N/A” box is checked, the “Remarks” section shall be utilized for explanation.

1. Does the command have sufficient procedures to

ensure that a CHP 735, Incident Response

Reimbursement Statement, is prepared for each

arrest that meets the cost recovery criteria?

[] Yes

X No

CIN/A

Remarks: Area has more qualifying
incidents in the last twelve months
than there are CHP 735s in file.

2. What are these procedures?

3. Does the command have a specific employee(s)

assigned to process all CHP 735 forms?

Yes

3 No

CJ N/A

Remarks:

4. If the answer to question 3 of this checklist is yes, is
the responsibility of processing all CHP 735 forms
listed in their job description or any other document?

& Yes

] No

[ N/A

Remarks:
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5. Are alt CHP 735 forms forwarded to Fiscal
Management Section (FMS) properly with completed
criteria in either Section A or Section B of the form?

[ Yes

X No

(I N/A

Remarks: Area was not timely in
submission but is self correcting.

6. Does the command have a suspense system in place
to facilitate notification of a conviction involving cases
meeting the requirements of the Driving Under the
Influence (DUI) Cost Recovery Program? This would
involve cases where the following criteria applies:

e A Blood Alcohol Content (BAC) under .08%

° A chemical test is positive for drugs only

o There is no supporting BAC test of drug test (i.e.,
a refusal)

] Yes

X No

(1 N/A

Remarks: Area will retrain all
personnel involved in the
submissionftracking of CHP 735s.
Area will atlempt to use court inquiry
systems to expedite conviction date
notifications.

7. Are CHP 735 forms completed based on the criteria
of Section A of the form being forwarded to FMS
within ten business days from one of the following
dates?

e The date of BAC results of =.08% were received
o The date of BAC results of =.04% were received
for a commercial driver

(] Yes

X3 No

O NA

Remarks: Area is correcting with
tracking form.

8. Are CHP 735 forms completed based on the criteria
of Section B of the form being forwarded to FMS
within ten business days from being notified of a
conviction of California Vehicle Sections 23152 or
23153, or greater offence as a result of one of the
following?

o The person arrested refused to provide a
chemical test
e The arrest was for drugs only

o A BAC of <.08% was obtained

[ yes

Xl No

O N/A

Remarks: Area is correcting.

9. s the itemized Staff Hours section of the CHP 735
completed as required in Highway Patrol Manual
11.1, Administrative Procedures Manual, and
includes hours for alf employees assigned to the
incident?

Yes

] No

[IN/A

Remarks: Currently

10. If the person arrested is transient, is the case being
entered into the CHP 735A, Case Log-DUI Cost
Recovery Program, without forwarding the CHP 735
to FMS?

[] Yes

I No

N/A

Remarks: None to date.

11. Are staff hours involved in the incident recorded on
the CHP 735 to the nearest ten minutes?

X Yes

[ No

[ N/A

Remarks:

12. Do the total number of staff hours charged on the
CHP 735 agree with the appropriate CHP 415, Daily
Field Record?

X Yes

[ No

LI N/A

Remarks: Some 735s missing 415s.
Supervisors and officers have been
re-briefed on policy.

CHP 680U (Rev. 02-09) OP! 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

CHAPTER 8
COMMAND DUI COST RECOVERY

Page 3o0f4

13. Does the Notes portion of the CHP 415 indicate the

Remarks: Currently

billable DUI time when the CHP 415 includes more Yes | [(ONo |[OJNA
than one activity?
14. Are the staff hours incurred by members of the
Department for the following activities associated with Yes | [INo | [ Nia | Remarks: Currently
an incident meeting the criteria for DUI cost recovery
included in the CHP 7357
¢ Response Time
¢ On-Scene Investigation
* Follow-up Investigation
e Report Writing
e Vehicle Storage
e Call Back
o Field Sobriety Testing
s Transportation
¢ Booking
¢ Chemical Testing
e Traffic Controi
15. Are the staff hours for officers-in-charge; sergeants,
lieutenants, or captains listed on the CHP 735 for [JYes | [JNo | [XN/A | Remarks: None todate
time spent performing the activities listed in question
12 of this checklist and not exclusively supervisory
tasks?
16. Is the current hourly rate for reimbursement, sent out
to all commands via Comm-Net from FMS, being Yes | [ONo |[JN/A | Remarks:
used?
17. Is a copy of the CHP 73§ being retained at the
command and filed? KYes | [INo |[JN/A | Remarks:
18. ls the command utilizing the, optional, CHP 735A to
track cases qualifying for the DUI Cost Recovery Yes | [ONo | [0 N/A | Remarks:

Program?

19. In the absence of a CHP 735A, how is the command tracking the DUI Cost Recovery Program?

20. Are commands using a case monitoring system to
track cases gualifying for the DUI Cost Recovery
Program inctuding the following information in the

monitoring system?

e Defendant Information
Violation Information
Court Information
FMS Information

BAC test results

] Yes

X No

[J N/A

Remarks:
Area is correcting this oversight.
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21. Are cases not resulting in a conviction within 12
months after submission to the District Attorney ] Yes No

closed out after court verification of case status?

I N/A Remarks: Area is correcting.

22. Do closed out cases on the monitoring system have
a line drawn through the Conviction Date and Date to | (] Yes No

FMS as well as the reason the case was closed and
date of last follow-up check?

D N/A Remarks: Area is correcting.

23. Are refunds or overpayments, as a result of .
erroneous charges, in an amount of = $5.00 being Yes | [ONo | [JN/A | Remarks:

processed by the Department?

24, |s the command reviewing the quarterly reports sent )
by FMS related o the submission of CHP 735 forms Yes | [[JNo [[JN/A | Remarks:

and case status identifying any deficiencies in the
submission and accountability of the DU! Cost
Recovery Program?

Question 25 pertains to Fiscal Management Section.

25. Is FMS reviewing the CHP 735 forms for _
completeness of information and returning deficient [JYes | [ONo | [N/ | Remarks: HQ

forms to the issuing command for corrections?
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SEPARSMENT G GALIFORNIA HIGHWAY PATROL s P i
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EXCEPTIONS DOCUMENT G. P. Tracey 014058 06/24/2009
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INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utitized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, correclive action plans. A CHP 51 Memorandum may be used if addilional space is required.

TYPE OF INSPECTION Total hours expended on the Corrective Action Plan Included

I Division Level [] Command Level | inspection:
[} Attachments Included

[7] Executive Office Level 2

FO”OW-up Requ|red Forward to: 301

X Yes [ No
Chapter Inspection; 8 -COMMAND REIMBURSABLE SERVICES

Due Date: June 30, 2009

Inspector's Comments Regarding Innovative Practices:

None

_Command Suggestions for Statewide Improvement:

None

Inspector’s Findings:

25 Letters of Agreement, CHP 465, in file for prior 12 months. 5 were inspected.
The majority of agreements are one day professional/amateur sports club “escorts.”

Area should focus on the submission of billing memoranda, CHP 467, with correct supporting
documentation, within required timelines.

Files should include a copy of the deposit check collected, a counter receipt, CHP 251, and Daily Field
Records, CHP 415, to support the billing memorandum,

See Commander's Corrective Action Plan attached.

Commander’'s Response: [X Concur or [J Do Not Concur (Do Not Concur shall document basis for response) ]

lnspector’s Comments: Shall address non concurrence by commander (e.g., findings revised, findings unhchanged,
_etc.)
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Required Action:

Corrective Action Plan/Timeline:

The Area self inspection and subsequent Division-level inspection identified deficiencies in the maintaining of
copies of all associated documents in command files and timely submission of the CHP 467, Billing Memorandum
- Reimbursable Services. The Oakland Area has made immediate changes in the procedures for the submission,
processing, and tracking of reimbursable services agreements. Those revisions have been disseminated to the
appropriate Area personnel and the Area SOP is currently being revised to incorporate those changes.

Primary and alternate Reimbursable Services supervisors have been selected to oversee the submission, tracking,
and verification process. Arca has created a processing checklist to be attached to each request for reimbursable
services. The checklist must be completed by the appropriate sergeant, Area Overtime Coordinator, and/or the
clerical employee responsible for submission of reimbursable services agreements. Upon submission for approval,
the checklist will be signed by the Area commander or designee and filed with Area copies of the documents.

A server directory has been created to maintain, by year, electronic versions of the CHP 466, Reimbursable
Services Control Log (Under $50,000); the directory is accessible by Area managers, supervisors, and appropriate
support staff. The Reimbursable Services supervisors will conduct quarterly inspections of the command files to
confirm compliance with Department policies and Area SOP. A member of Area management will conduct

periodic spot checks to verify compliance.

[_] Employee would fike to discuss this report with COMMANDER'S SIGNATURE DATE
the reviewer. TS iy o -
o - - pr
(See HPM 9.1, Chapter 8 for appeal procedures.) <:/",T" — 7 Y/ -—~~~—«~~“f-"—/d( ! ( = 7
INSPECTOR'S SIGNATURE DATE
[ Reviewer discussed this report with REVIEWER'S SIGNATURE DATE
employee
] Concur [] bo not concur
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STATE OF CALIFORNIA Command; Division: Number;
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Oakland Golden Gate
|NSPECTION PROGRAM Evaluated by: Date:
CHAPTER 8 G. P. Tracey 014058 06/24/2009
COMMAND REIMBURSABLE SERVICES Assisted by: Date:

INSTRUCTIONS: Answer individuat items with "Yes" or "No” answers, or fill in the bfanks as indicated. Any "No" answers, discrepancies
with policy, applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section.
Additionally, such discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of
command. Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

Inspector's Signature:
TYPE OF INSPECTION Lead Insp g

Division Level [] Command Level
{1 Office of Inspections [1 Voluntary Self-Inspection
Follow-up Required: (] Follow-Up Inspection | Commander's Signature: o
Yes D No BY: B’““ 7] Ry 6‘:’/’ t 7,, [~ G?

For applicable policies, refer to HPM 11.1, Chapter 6.

Note: If a “No" or "N/A” box is checked, the “Remarks” section shall be utilized for explanation.

1. Prior to the performance of services, is the -
contracting party informed of the rates charged for M Yes | [INo |[JN/A | Remarks:

services, departmental equipment usage, and
cancellation policy?

2. Does the billing rate include mileage and other

expenses such as uniform or equipment damage? Yes | I No | [JN/A | Remarks:
3. When a safety service is provided to another state ,
agency, is the agency's five-digit billing code Yes | [ONo | [JN/A | Remarks
obtained?
4. s the billing code documented on the Reimbursable )
Services Billing Memorandum? Yes CINe | [ N/A Remarks:

5. Is $50 charged for each CHP uniformed employee i
assigned to the detail if the canceltation notification is Yes | [ONo |[JN/A | Remarks

less than 24 hours prior to the scheduled service?

6. Is a minimum payment of 4 hours overtime charged P
when employee(s) could not be notified of the Yes | [CINo | [ N/A [ Remarks:

cancellation of their service(s)?

7. Is information regarding the procedures to obtain
necessary right-of-way clearances or permits, local Yes | [ONo |[JJN/A | Remarks
requirements, and other pertinent information made
available to inquiring parties?

8. Are written requests for specific services directed to

the appropriate command? BIYes | [INo | [[]N/A | Remarks:
9. Are traffic control services less than $50,000 ——
approved by Division? K Yes | [ONo | [JN/A | Remarks:

10. Are traffic control services estimated to be $50,000 or _ o
more approved by the Office of the Commissioner? Yes | [JNo [ []N/A | Femarks

11. Are extraordinary protective services approved by the Bevtes,
Assistant Commissioner, Field? X Yes | [[IJNo | []N/A | Remarks:
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Quest!ons 12 throu C

) 7j_pert 'n‘-;to collec 10 ac

Is a Relmbursable Serwces Agreement (RSA) Iog -

12.
number reguested from Division for every contract? K Yes | [CINo | [ N/A | Remarks:
13. Is a CHP 465 form completed in accordance with
policy? K Yes | [JNo |[JN/A | Remarks:
14. Are advance payments collected from the contracting
company prior to the start of the service? Yes | [[INo |[JN/A | Remarks:
15. Is a CHP 251 prepared and mailed to the contracting ; :
company upon receipt of advance payments? KYes | ONo |[INA izggt?d Netpresanl inionsfile
16. Is a CHP 467 prepared and submitted to the Fiscal
Management Section upon completion of the Yes | [ONo | [ N/A | Remarks:
contractual service(s)?
17. Is a copy of the CHP 466 attached to the weekly
CHP 230, and if applicable, a CHP 1697 X Yes | [INo | [JN/A | Remarks:
Questions 13 through 31 pertaln to the preparatlon of agreements AR S U T '
18. ls a CHP 466 malntamed’?
Yes D No D N/A Remarks:
19. Do RSA numbers begin with the letter “R" to denote
reimbursable services, followed by two digit fiscal RYes | [ONo |[JNA | Remarks:
year, three digit ocation code, and a sequential
number for each agreement?

20. Is the CHP 466 closed out at the end of each fiscal » T o,
gvﬁrt\gggngzvxtzz?rlznrzfer?%%? ’? on July 1 baginning (} L}Ve8 No | LN imptementation of local CHP 466

21. Are all sequential numbers accounted for when
reconciling with the Billing Memorandum? K Yes | [JNo | []N/A | Remarks:

22. Are sequential numbers not matching Billin
Memor?andums reconciled? 9 P ] Yes No | [JN/A ﬁﬁ?g:{:f One Ritfor 2007 had 2006

23. Is the original RSA signed and filed at Area? ;

D Yes |Z] No D N/A Remarks: Copies only.

24. Does the command proceed with all RSA
arrangements, and if needed, ensure the requestor X vYes | [CINo |[ON/A | Remarks:
has obtained the necessary right-of-way, clearances,
and permits?

25. Is the indemnification clause included in the
agreement when requested? X Yes | [ONo | [JN/A | Remarks:

26. Is the inclusion of the indemnification clause
approved by the Department of General Services, Yes | [ONo | [JN/A | Remarks:

Office of Legal Services?

27. If the service is over $50,000 per occasion, is a
CHP 78R prepared and submitted to Contract KYes | [INo | [JN/A | Remarks:

Services Unit?

28. Is a copy of the resolution, order, motion, or ,
ordinance of the local governing body obtained when | [JYes | [JNo | [ N/A | Remarks: None inspected.
one of the contracting parties is a county, city, district,
or other local public body?

29. Are dignitary protection services referred to the Office
of Dignitary Protection? X Yes | [INo | [JN/A | Rematks:
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30. Are CHP 312 forms, CHP 313 forms, and CHP 467

Remarks: Area 1o use all required

forms prepared when a statewide agreement is in Yes | []No NIA | {orms for futore DIRMGAB stand by
effect? services.

31. When state agencies are requesting a statewide .
agreement, are they referred to Enforcement Yes | [JNo | [JN/A | Remars:

Services Division, Field Support Section?

Questions 2:through 38 pertain to. tra:ning agreement procedures and reporting for semces prowded

32

Is a CHP 230 prepared by the contractmg party when

fees are collected on the day of the training session? | [] Yes | [] No N/A | Rematks:
33. Are the original CHP 467 and contract agreement . ;
submitted to Fiscal Management Section (FMS) upon | [J Yes No | CJN/A :?n?}:";;’:jsﬁggié‘; pH s 1
completion of services (other than COZEEP, training for involved personnel and
MAZEEP, extraordinary protective services, and addilional oversight for timelines.
special projects) within 5 days?
34. Are copies of CHP 467 forms forwarded to the next
level of review? B Yes | [INo | []N/A | Remarks:
35. Is the date when the Billing Memorandum was sent to
FMS noted on the Reimbursable Services Control ClYes | XINo | [JN/A | Remarks: Area to correct
Log?
36. Is a copy of the command's Reimbursable Services )
Control Log forwarded or e-mailed to the Division Yes | [JNo |[JN/A | Remarks:
Coordinator at the end of each month?
37. Is the Reimbursable Services Control Log verified _
with the copies of the Billing Memorandums to ensure | [ Yes | [ No | []N/A | Remarks:
all reimbursable time has been reported to FMS for
billing purposesg?
38. Are outstanding items being inspected and resolved?
XIYes | [INo | [JN/A | Remarks:

Questions 39 through 52 pertam to extraordmary:protectlve semces-_
special projects. A

and report of overt

!me hours for relmbursable

Is a copy of the CHP 467 and CHP 465 submltted to

39. s
FMS upon completion of extraordinary protective Cvyes | [JNo N/A | Remarks: Division Handles
services?

40. Is a reimbursable special project code obtained on ‘
every contractual service? Yes | [ONo | [JN/A | Remarks:

41. Is the overtime report(s) for reimbursable special .
project(s) used to reconcile CHP 415 forms foreach | [ Yes | [INo | [JN/A | Remarks:
special project?

42. Are the special project codes on the overtime ,
report(s) verified to ensure the correct special project | [ Yes | [[JNo | [JN/A | Remarks:
code has been used?

43. Are all corrections noted on the overtime report(s)?

E Yes D No |:| N/A Remarks:

44. Are overtime reports approved and dated by the )
commander after reconciling? Yes | [INo | [JNiA | Remarks:

45, s the original overtime report(s) forwarded to FMS? )

E Yes D No E] N/A Remarks:

46. Is a copy of the overtime report forwarded to Division .

by the 10" of the month (except COZEEP/MAZEEP)? | (0 Yes | [INo | [JN/A | Remarks:
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47. Are all COZEEP/MAZEEP reports forwarded to

Division by the 15" of the month? X Yes | [INo |[IN/A | Remarks:

48. Are all COZEEP/MAZEERP reports approved by )
Division and forwarded to FMS by the 30™ of the Yes | [INo | [JN/A | Remarks:
month?

49. Is a copy of the CHP 71 attached to the overtime ]
report(s) when there are reimbursable nonuniformed | [[] Yes | [ No | [X] N/A | Remarks: None Checked
personnel hours?

50. Is an amendment of service agreement requested )
prior to the fund being depleted, and if necessary,is | X Yes | [JNo | [J]N/A | Remarks:
the service discontinued?

51. Are all payments made directly to FMS?

Yes D No [:] N/A Remarks:

52. Does the command require delinquent companies to ]

pay outstanding invoices in full prior to providingany | []Yes | [JNo |[X N/a | Remarks: HQ

future services?
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